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FOREWVORD

The Council for Distributive Teacher Education was
organized in 1951, Membership in the organization consists
of teacher educators and other distributive education per-
sormel with an interest in advancing distributive teacher
education, The primary interests of the Council are re-
search and publication.

This bulletin contains the famous Durmoody Papers,
a report of the First National Training Confereuce for
Distributive FEducation called by the U,S. Office of Educa-
tion, The conference was held at William Hood Duriroody
Industrial Institute, Minneapolis, Mimmesota, from August
14 to 25, 1939, The report covers the organization and
development of distributive education, teacher training,
instructional materials, and methods.

The report is interesting and valuable not only from
the standpoint of its breath and depth but from the stand-
point of the vision of the conferees as proved by later
developments in the growth of distributive education throughe
out the nation,

The bulletin was reproduced by Dr, Harland E, Samson,
Associate Professor of Distributive Fducation, University of
{isconsin. It was published through the courtesy of the
Department of Curriculum and Instruction, School. of Education,
University of ‘Jisconsin, Madison, Wisconsin. Requests for
copies should be addressed to Dr. Samson.

Reno S. Knouse

Charter President, Council for
Distributive Teacher Education

State Teacher Fducator for Distri-
butive Fducation

School of Business

State University of New York
at Albany

September, 1967
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REPORT OF COMMITTEE
ON
ORGANIZATION AND DEVELOPMENT

The Committee on Organization and Development
consisted of the following: Robert B, Berry, Assistant
Supervisor of Distributive Bducation, University of North
Dakota, Grand Forks, North Dakotaj; Donald H. Bowles, Essex
County Vocational Schools, Hall of Records, Newark, New
Jersey; Harold M, Haas, Research Specialist in Distribu-
tive Education, Indiana University, Bloomington, Indianag
Mabel Hartje, Jamestown High School, Jamestown, North
Dakotaj Gladys Peterscn, Badger, Iowa3 Leonmard S. Ralph,
State Coordinator, Distritutive Education, Extension
Division, University of Utah, Salt lake City, Utah; Harry
Ce Schmidt, Minneapolis; Gordon O. Voss, 333 State Office
Buildicg, Ste Paul, Mmesota; Hughes M. Blowers, Chairman,
Regional Supervisor, Distributive Fducation, State Depart-
ment of HEducation, 115 Haviland Hall, Berkely, California.

I. FORBEWORD

Yembers of this Committee held their first
meeting Monday afternoon, August 14, A plan of organize
ing and presenting to the Conference the material to be
covered in this assignment was outlined in this meeting,
In accordance with the plan adopted by the Conference,
the Committee on Organization and Development” was al-
lotted the mornings of the 15th, 17th, 21st, 23rd and 25th
to report to the general Conference group: The Committee,
first marking out the areas which it planned to cover,
decided to follow the conference procedure before the
general group, presenting a series of problems and worke
ing toward the solution of them on a conference basis.

In approaching the problem of organizing and
developing Distributive Mucation, the Committee recognized
the interdependence of production and distribution as they
work together to serve society. It emphasized the need
for greater efficiency in operating the machinery of dis-
tribution as indispensable to the economic welfare of the
nation,

By way of illustration, it was pointed out that
there is no greater waste of raw material, money, and
labor than to convert materials into products that do not
move into the hands of consumers. That to use steel in
the manufacture of products that do not meet consumer




FOREWNORD = contimed

acceptance is to waste the steel, There may be one or
a number of reasons why the product does not meve. It
may be unsuited to the market to which it is offered.
The price may nqt be acceptable to that markets it may
be excessive because of high mamufacturing costs or be-
cause of the inefficiency of the distributive methods
used, But, for an enterprise in production to be econo-
mically successful, there must be a supporting and com-
plementary distritutive function adequately performed.

Distribution is a very important part of
enterprise, More goods are being produced today than can
be sold at a profit, On every hand we hear that “there
s no longer a problem of production; the big problem to=
€ay is distribution.,” Business men, manufacturers, and
farmers are studying the problems of distribution to find
an answer to the question: “How can we increase the effi-
ciency of distribution?”

In view of the far-reaching significance of the
inter-relat.ionship of these functions to society as a
whole, and in view of the waste and inefficiency in dis-
tritution, the Committee stressed the importance of give
ing wider publicity to the purposes and objectives of Dis-
tributive Education. In presenting a plan of action for
the consideration of this Cor.ference, it recommended that
the following steps be taken:

First, that a clear Statement of Objectives be
drawn up and adopted,

Second, that careful consideration be given
throughout each session of this Comference to the devel-

opment of a sound program of training that will sell ite
self on merit,

Third, that the problem of developing the new
program be looked upon as a merchandising problem to be
approached in three steps:

a, Identi&i nz our “market:

The various groups who must be -
“sold” on the value of this program,
if any promotion is to be successful,
(See Section IV.)
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be Building the sales plans

Exactly what is it we are selling?
As a line of merchandise is "built” to
a2 certain desirable standard, so this
program should be built and shaped to
meet the needs of our market,

(See Section III.)

ce Developing a selling technique:

Developing techniques of selling
our product by emphasizing those points
which have an appreciation value for
our wcustomers.” Thus, it will be
seen that, on this assignment, the
Cormittee is primarily interested in
developing sound techniques of hand=
1ing promotional problems rather than
in “furnishing answers<¥

Fourth, that a list of typical objections be
drawn up and a sound technique of ‘answering objections”
be devsloped.

Fifth, that, for the further development of the
program, a ‘'sample of list of unique and umsual classes"
be developed to indicate new--perhaps hitherto neglected=-
‘fields where training needs exist.

GROUP DISCUSSION VVITH THE ENTIRE
DISTRIBUTIVE EDUCATION SECTION

II. STATEMENT OF OBJECTIVES:

Chairman: “'Following in order the five steps
outlined in our preliminary meeting, the Committee has
drawn up a Statement of Objectives which is now submitted
to the Conference for consideration, To illustrate the
significance of this first step, our plan of approach to
this problem of organization and development might be com-
pared to the course followed by an experienced merchant
in organizing a new business. Before buying a stock of
merchandise, before planning store arrangement or even
selecting a location, he will formulate policies to
govern him in building his business. He will decide what
class of trade to solicits what buying motives to empha-
size in his advertising and display; what services he will

-3 -




FOREFORD =« contimied

of fer; whether he will conduct a cash or credit business,
etc,

%A consideration of sound objectives is of
fundamental importance to us. The objectives that we
adopt will have an important influence on the growth
and the development of our program., We are drawing up
a sot of blue-prints and we should be sure that it con-
tains the essential elements before starting out to sell
the product itself,.”

The Statement of Objectives, prepared by the
Committee, was submitted to the Conferencs, section by
section, The remainder of the morning was given over to
a thorough and detailed discussion of each section.

The following Statement of Objectives was finally
adopted by the Conference: = (pe 5)
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A STATEMENT OF OBJECTIVES:
SOCIAL AND ECONOMIC AIMS OF THE
PROGRAM OF DISTRIBUTIVE EDUCATION

To train for high standards in the distribution of
goods and services by improving merchandising and
selling practices, in terms ofw-

as Benefits to buying publiec,
b. Opportunities for the employee, and
ce Sound, profitable operations for employers.

To develop, among employers, employees, and con-
sumers, a wider appreciation of the value of trained
personnel,

To train for a wider appreciation and understand-
ing of the basic processes of distribution in our
national economy.

To develop a well-rounded program which recognizes
the comparable value of ==

as Extension traiming to increase the effie:
ciency of those now employed.

be Cooperative part-time training to provide
for replacement needs as required anmually
for the distributive occupations,

To train for increased efficiency in distribution
with particular reference to the merchandising and
managing problems of the small merchant,

To train for a better understanding of the mitual

problems of employer and employee through a study of

personnel. and management problems,

To develop a closer tie between the school and the
business commnity,

5
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8, To deserve the confidence of business in accepting
distributive education as an integral part of the
business commnity,

GROUP DISCUSSION WITH THE ENTIRE
DISTRIBUTIVE EDUCATICN SECTION

III. BUILDING THE SALZS PLANg

Chairman: %“The "product® which is being mar-
keted in this program of distributive education ean be
analyzed and described as a tangible product or a piece
of merchandise, However, it should be emphasized that
the Committee has no thought of a cut and dried, storeo=-
typed program of training., This progiam, *o have voca=
tional value, must be shiaped to the needs of each group.
The ideal program is ®tailor-made-<iwilt to specifica-
tions after the needs huve heen anelyzed. ilexikility
is one of its outestanding characterisiics, Ancther is
its availibility to all who are engaged :in distributive
occupationss In the over-ull view, there are a number
of distinctive features which characteiize the program.
The task of the coordinstor is similar to a sales pre-
sentation, At 1is best it is a clear, enthusiastic expo-
sition of the benefits which the program offerss and, to
be most effective, these benefits must be stated in terms
of the "buyer’s® interests,

"in Indiana, o a2 sonfercucs of the xcoiinaw
tors, a promotional plan was worked out, the details of
which have been embodied ian the Irdiana Coordinator®s
"Handbook on Promotion of Distributive Flucation' (Bulle-
tin No. 5, Distributive Mlucation Series). This ?Indiana
Plan® is the result of the group thinking and the pooling
of experience of these coordinators, and provided an
excellent basis or starting point for the Committee.

“Mr. Harold M., Haas, of Indiana, who is a member
of our Commitltee, will present this plan to the Confer-
ence this morning,”

WHAT THE SAT.TSMAY MUST KNOJ
A, THE PRODUCT

Exactly what are we selling? Aﬁ the confer-
ence of coordinators held at Indiana University, July,
1939, the following steps were listed as the utilities:

-6 -
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Building the Sales Plan « contimied

or want-satisfying characteristics of vocational train-
ing in Distritution for employers and employees:

For the Employee:
1¢ Opportunity for self-improvement.
2. Happiness and contentment.

e Job security because of increased skill and
knowledgel

4, Increased prestige in organization:
ae¢ Manarement
b. Fellow-workers

5. Satisfaction from knowing more about the job,

6. Pleasure from the soclety of group members.

7. Pleasure from bringing increased satisfaction
to our customers,

8, Increased earming power--chances for increased
paye

9. Graeater pleasure in his work.
10, Preparation for salesmanship as a profession.

For the Employer:
As a result of attendance by his employess:

1. A conteited organization--Better understanding
a« Improved work (morale)
bs Better cooperation
1. 1A th management
* 2. With fellow-workers
3« Trade

2, Ability to do a better job of merchandising
as Increases importance in commnity
be Greater success in competition
Ce IMoveased profits

-? -
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Building the Szles Plan = continued
What the Salesman Mast Know = contimed
Z¢ Ability to hold trade at home,

ke Lower labor turnover, :

5 Small store has sales training comparable to big
store,

6. Decreased selling costs
as Less exchanges, complaints, etc.

7. Broader viewpoint among employees. }

8. More knowledge of merchandise on the part of the }
employees, 1
as Necessary to keep pace with increased acti- 'i
vitles of Consumer movement, €.ge., Consumer

Union.

9, Increased merchandise turnover,
10, A reserve of trained extras,

11, Improved selling technique
a. Principles of salesmanship have been def-
initely formilated.

12, Advisory service,
13, Obtaining return for taxes paid,

As a result of personal participation in management meet-
ings:
1, Opportunity for increasing knowledge and under- ;
standing of successful werchandising practices,

2, Buslness success because of krowing the “what® 1
and “how? of store operation. 4

3. Increased prestige in own organization.

4, Increased interest in and value from local mer-
chants' organization.

5. Good will toward store from the buying public

as a result of efforts to improve its service
to them,

-8-




Building the Sales Plan = continued
What the Salesman Must Know = contimed
6. Pleasure from the sociability of the meetings.

7« Satisfaction of knowing the why back of the var=-
ious accepted merchandising practices.

8. Training and experience in conducting a group
meeting,

B. THE PROSPECTS

Although there are thousands of people engaged
in Distribution to whom coordinators must talk, either as
individuals or in groups, experience has shown that most
of these people can be represented by a relatively small
number of typese At the conference at Indiana University,
word pictures or descriptions of types of employers and
employees commonly met in the field were worked out.

The advantage of such a classification is that a coordi-
nator can prepare in advance a standard approach or pre=-
sentation, and also methods of meeting the objections
which most commonly are raised.

Mr, Haas: = *We do not have time to discuss this topic

further this morning. Our Coordinator's
Handbook discusses seven °employee types®
and four ‘employer types’.s It should be
emphasized that a considerable amount of
thought, study and plamning must precede
every interview if the selling effort is
to be effective,"

C. NECESSARY CONVICTIONS:

What convictions must the prospect have before
he will become a participant in this program of voca=-
tional training? The employee must be convinced:

1, That this training will be of value to him
personallys

2, That the time given to the work is an in-
vestment on which there is a better than
50=50 chance that he will get a2 return in
form of more money in his pay envelopej

.




Building the Sales Plan = continued

What the Silesman Mast Know - contimaed

3.

k4,

S5

Before he will encourage his employees to attend

the meetings,
1,

2,

e

b

That he will gain prestige with his employ-
ers and his assoclates;

That he will enjoy the mental stimlus of
the class meetings and the soclal contacts
with his fellow-workerss

That real opportunities exist in his line
of work.

the employer must be convinced:

That one of the most important assets in his
business is a trained organization;

That regardless of experience or previous
training, the work of his employees will be
improved tkrough this program of Distribu-
tive Bducations}

That attendance at the meetings and parti-
cipation in discussions on the part of his
employees will be of aid to him in solving
his problems of persomnel administration;
ard,

That improved selling effort in his store
will decrease his selling cost, increase
his sales volume and result in a more proe-
fitable operation.

Before he will attend conferences dealing with
problems of store operation, the employer must be con-

vinced:

That he has some problems on which he needs
some assistance,

That the type of meetings outlined will
'work out' as explained bty the coordinator,

That the leadership of the meeting will be
of such caliber that the discussion will be
preactdocal and interesting,

e 10 -
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Building the Sales FPlan = continued
What the Salesman Must Know = contimied

ks That he will get as much or more than tre
gives in terms of successful ideas on store
practice,

5 That the meetings will not interfere unduly
with his business or personal life,

6. That attendance is necessary if he is to
maintain the stremgth of his competitive
position,

7« That this is not a “scheme® of somemns to
obtain personal benefits, but is definitely
a part of the system of public education,

D. BEHAVIOR PATTERNS:

In most cases pouple will not buy goods or make i
sacrifices of time and effort, such as are required in
this program, on the vasis of convictions alone, They
must be stimulated by appeals to those traits of human
nature which are present in all persons and which will
be referred to here as bshavior pattems,

The teim, "behavior paiisrm,® as used here is de=
fined as a characteristic ¢i Imwan mature which causes
normal persons to react in a predictable manner to var- ‘
ious situations. 1

That trait or hehavior pattern which is most
universally present is the desire to be important--the
i desire for dominance. John Dewey has called it **the
strongest urge of human nature.,” When amalyzed, almost
all behavior patterns, and particularly those to which the
most effective selling appneals can be made, will be found to
be directly related to this human characteristic,

Most people enjoy a position of leadership in
some form or other., Also nearly every person feels respect
and admiration for some other person who is working in the
: same field or wvho has an enviable record of accomplishe
3 ments and achievements, 7This results in efforts to imi-
tate or follow the person who is admired., Again, the
normal person wants the approval of his friends and asso-
ciates, Also, thers is the behavior pattem of rivalry




Building the Sales Plan = contimed
What the Salesman Must Know - contimed

or competition, which is simply the clash of two personw

alities who are both striving for the same leadership

position, Finally, there are the behavior patterns based

on the sex instinct, and parental love. The following

?me: have been given to these almost universal human
ralits:

1, Leadership (Desire to be important)
2, Followership (Imitation or emulation)
3. Friemdship (Social approval)

as Individual

bs Group

4, Rivalry (Competition)

5. Sex (Attraction of opposite sex, sociability)

6. Parent (Parental love, protection of others)

The behavior patterns just listed refer to those
mental states which cause human beings to reaczt to sit-
uvations which concern other human beings in a mamner that
is more or less predictable. There is another group of
behavicy patterns that have to do wlth objects, such as
cariosity, eating, mnting or food-getting, acquisition
or collecting, and manipulation or kandling, So far as
this program of training is eoncerned, this group is use-
ful at times, Mut is less important than the first group.

Mr. Haas: ©To illustrate the plan we have been discus-
sing, let me give you a *core sales talk' pre-
pared for the coordimator to present to a store

employees”

Coordinator:. “Have you ever wondered why we have schools
for doctors, lawyers, and emgineers, and trade
schools for carpenters and mechanics, and insti-
tutes and short courses for farmers, and yet
have never offered you people in the stores
any opportunities to learn more about your jobi®

Euployee: ©I never thought mich about it.?®

-2 -




Bullding the Sales Flan = contimed
What the Salesman Mast Know = contimed

Coordinator: “But you can see, can't you, that when we

. produce apples and potatoes and machines, that
our job is only half done? Isn't the work you
people are doing in getting these products to
the consumers just as important as tho work
of making them in the first place?

Buployee: ©Yes, it is important work.”

Coordinator: #That is what I have come to talk to you
about, Our public school system is just now
getting around to offering you people the same
opportunities for training that have been
offered to farmers andtrades-people for years,
You know, of course, that merchandising is no
longer just keeping store. It is as much a
science and profession as is engineering. This
winter, you will be able to sit in a group with
other people who are doing the same work you
are doing, to exchange ideas and experiences
with them, to hear the thoughts and opinions
andget the advice of experts in various phases

: of merchandising; people with years of experi-

. ence and a record of accomplishments, All of

this is made possible through your local school

system in cooperation with the State Depart-
nent of Education,®

ST e e TR R I P R T T P St A T TPy N U TSy S SR il 217 -t enarond

Employee: “What is it going to cost me?v

“The Goordinator can assume that the interest
of the employee is now aroused, and from this point on, ;
he can handle the interview in the manner explained in

4 the coordinator's handbook.? == (Selected from the Indi-

; ena Coordinator's Handbook on Promotlon of Distributive

Bducation).

GROUP DISCUSSION WITH THE ENTIRE
DISTRIEUTIVE EDUCATION SECTION

IV, DEVELOPING A SELLING TECHNIQUE:

Chairman: %In the short time at our dis-
posal during this series of meetings, it will not be
possible for the committee to deal adequately with every

a
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Developing a Selling Tachnique - contimied

phase of promotion, It will be our purpose, rather, to
point out and develop effective techniques of handling
typical situations which may be encountered in the organi-
2ation of this program¢ In our earlier reports we have
taken the step which must precede any successful sales
pProgram; adopting a Statement of Objectives. In other
words, we have been “building our product® or clearly
identifying the article we are selling, Our next step
will be, first, to identify our “market®; second, to
develop a technique of selling based on buying motives,
building up those selling points which have an *appreciae-
tion value® for our markets.”

Keeping in mind the full program of (1) Adult
Extension, (2) Part-time @ooperative Training, the members
of the Conference identified the "market” as follows:

1. School administrators =- Superintendents, 1
Principals and Boards of Fducation. |

2. Business men's groups ’
3« Trade associations I
ke BEuwployers

5« Employees

6. Iabor groups

7« Commrdty organizations

8s Taxpayer groups

9« Consumer groups

10, School guidance and placement groups

S5 mhherts T g e e e kS e e e F e e e

11, Student groups.

1 “Let us sclect from this*market' the school

1 superintendent and attempt to present our program to him
in terms of those points in which he naturally will be

‘ interesteds Ws shall undertake to do this in the general
meeting this morning, utilizing the conference method to
attack the problem, Now, I am not at all interested in a 3
logical development of the subject or a general agreement
on all points developed. And, if I were paying money for

i
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Developing a Selling Techrmique - continmed

each point, I would give just as much for the contribu-
tion from some member here who perhaps has not as yet par-
ticipated in the discussion as I would for lire Kyker®s

or lir, Dillon's contribution, Remember, that for the pur-
poses of our discussion here, this superintendent is not
any particular individual, btut a composite person made up
of all the superintendents whom each one of you has in
mind this morning. He has varying interests and motiva=
tions. That is why it is so important to get a 'spread!
of ideas-=at least one from each of you--in oxder to cope
with any situation vhich might occur in dealing with typi-
cal problems. Your use of the material which we expect
to develop this morning would naturally be modifled by the
conditions encountered.

Problem: “ihat Are 'The Selling Points' Which Should Be
Biphasized In Presenting This Program (Adult
Extension and Part-time Cooperative) tome=w-
The School Superintendent? "hat Are the Points
in ihich He V/ill Be Interested?®™

1, MNumber of untrained young people who are in
retailing.

2, A well balanced education program.

3. A progressive school program.

b, Flexibility of this program,

5. Conservation of human material,

6., Reimbursement.

7. Assurance of “‘demand-,

8. Closer relations with business community.

9. “Enlightened selfishness,”

10, Increases his importance and influence in the

community.

- 15 -




cah il e e Eaebibia iy bt s A Bl ake Nk S e iy Y Lab e b k- oL ' -
et T S G e S gty A RS

3 Developing a Selling Tochnique = contimed

11, Examplese-other commnities.

12, Leadership.

13, Explanation of how it works and how he can use it.
14, Supporting services from the state is needed.

15, Local control.

16, Sourd vocational philosophy.

17. Program is in the consumer's interest.,

18, Program is in the employee®s and the employer’s
interest.

19, Not just “another program.®

R a

20, Corrolation with existing programs.

i Following &re typlcal comments and expressions
from the members during the Conference:

Member: It is highly necessary that we get over
3 the idea that this is a permanent program and not just a
; temporary experiment.

Tt oy A T R SR

Member: On the matter of reimbursement, the
Distributive Mucation worker should not start out with
stressing the importance of reimbursement, This is well
to mention, but it is not an immrtant factor in our sales
talk,

Member: The average school board has provided
in the past years many courses that are of help to persons
going into the indudrial field and into consumer work,
but 1little to aid the local merchants.

liember: e have found in many instances that it
is necessary, in dealing with local merchants, to omit
mention of the fact that this program is sponsored by
Federal and State authorities,

Member: I suggest very strongly that we do not 4
disparage the adult education carried on in our field by
W'QPQA.og CeCeCoey and other public agenCieSo It is advisalﬂ.e,

i
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Developing a Selling Technique = continued

however, to point out that this is a permanent educational
program rather than a temporary rellief program.

Leader: With reference to remarks regarding
the program of adult education carried on outside the
public school system; I would like to suggest that you
read the article in the Jamuary 15, 1938 mumber of School

. and Society, “The Influence of the Federal Govermment in

Blucation,” by Rosco Pulliam, The author discusses in a
very comprehensive manner the responsibility of the public
schools to give leadership and direction to socially de-
sirable programs in all fields of educatlion.

Dr, Paul A, Mertz, Hucation Director of Sears,
Roetuck & Co. Was present at the Conference and gave the
following statement of policy adopted by his fim re-
garding the program of Distributive Hiucation under the
George-Deen Act:

1, DlManagers will cooperate with the Coordina-
tor.

2, Managers and Department Heads will teach
classes when called upon to do so.

3. The company will offer training material,

Lk, TIf there is a cooperative program, they
should accept employees from that program.

5. They agree to pay at least the minimum wage
agreed upon by the merchant group.

Dr, Mertz feolt that it is not necessary for all
stores to adopt the same rate of pay to all cooperative
students, If only a minimum low wage is paid Ly some
stores, these are likely to be criticised by labor unions.

Member: We should be careful not to over-em-
phasize the fact that the training we give will result
immediately in increased sales. My experience has been
that it is too easy to contradict that argument,

lMember: I wonder if we do not have to justify
our sales training in terms of the amount of money and
time spent, just as retail activities that cost money
mast be justified.
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Developing a Selling Technique ~ contimed

Member: I wonder if one of the areas in our
experimentation should not be to attempt to test more
objectively the outcomes we strive to achieve in our
training and establish some direct relationships with
training and increased performance on the job? To illus=
trate the case: Let us use “X* store and "Y' city. This
store has kept sales records for all clerks over a period
of years, These records show that their employees have
benefited directly from our sales training and have in-
creased their sales. It is possible to develop a research
technique that will show trends and sales that are due to
training rather than to other factors.

Dr., Mertz: There are so many variables in this
attempt to arrive at the reasons for increased sales,
that I am afraid the retailer will discount any attempt
to sell him on our program through stutistical data or
evidence.

A SECOND CONFERENCE TOPIC

WAS THEN PRESENTED AS FOLLOJS:
Problem: "What Are The Selling Points Which Should Be

Bmphasized in Presenting This Program (Traine

ing for Employees) Tow===eAn Employer??

1. Benefits consumer who is entitled to better
service,

2, Benefits the employee and tho employer.
3« Benefits the employer and his business,
4, Consumers today are well informed.

5. Increases employee's confidence,
6. Decreases labor turnover.
7. Increases sales production.
8. Decreascs sales percentage.

9¢ Develops a mermanent clientele.
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10,
11,
12,
13.
14,
15
16,

17.
18,

19.

20,
21,

22,

23
24.

25

26,
27,

28,

Q
ERIC e

r

Develops a permanent following,

Fewer complaints, returns, allowance,
Examples of other programs.

Better employer-employee relationships.
Not “Federal® easy spending,

Modern methods for small employer,
Dividends on taxes for business men.
Keeps business at home.

Small store has training comparable to the
large store,

Better consumer service,

a. selling sotivitles
be non-selling activities

Free publicity,

Good will from public resulting from
competent service.

Better trained extras.
Qualified speclalists used as teachers,

Opportunity for employer participation -
(Advisory committes).

Promotes cooperation among merchants -
(raises business standards).

It is not a scheme to organize employees.

Program developed through cooperation of
school and advisory committee,

Content of courses is practical,
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GROUP DISCUSSION VITH THE ENTIRE
DISTRIBUTIVE EDUCATION SECTION

V. ANSYERING OBJECTIONS:

Chairman: #In any sales campaign, one of

the important problens is to make sure of the salesman's

ability to 'answer objections' effectively. An adequate
and competent presentation of our program will keep the

rumber of objections encountered at a mirdmm, However, |
the Committee felt that it would be worth while to devote
a morning to the discussion of this problem. The time- ;
tested and doubtless most effective 'Yes s but=? technique :
should not be neglected, For example, the Superintendent :
says, 'Yes, I know, i¥'s a fine program and I'd 1ike to have 3
it, but I'm afraid it will cost more money than we can :
afford this year, i

“Yes, Mr. Superintendent, it will doubtless
cost something, but it will bring a valuable service to
the business commnity, And good public relations with

the business men will strengthen your educational pro-
gram, will it not?®=

“So mach for the illustration., Now to carry
out the Cormittee's policy of developing techniques,
rather than searching for specific answers, let us
build a list of typical objections and see how they can
be snswered most effectively,”

Objections From The Employer:

‘ 1. "Iy store is open late and my people work
{ long hours,

2. "My employees will want more pay, and I can't
afford to pay them more,*

3. ‘e want to do our own training; we know what
our people ought to learn.”

ke “ihen we get 2 person trained for a certain job,
we don’t want to move him,?

1 Objections From The Hmployee:
1. “I'm too 0ld to learn,”
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Answering Objections = continued
2. "I've sold successfully for years.’
3. “There is no point in my improvihg myself; I have

no opportunity, in this work, to earn more than
$15 a week,"

The Conference developed the following examples of
an effective technique of meeting the objection of the
Superinterdent:

Superintendent: “©It is an expense which we cannot
afford.*

Answering Objection: “Yes, butwmwaa=i

1. It builds valuable commnity support for the
schools,

2, It interests the tax=paying adult in the school’s
program,

3. It conserves human resocurces through practical
training.

L, It brings added efficiency to the commnity's
business organizations.

5. It builds taxable wealth for the commnity,

6. It offers valuable financial .support through lib-
- eral reimbursement.

. In the limited time at our disposal the Confer=
ence was unable to deal adequately with the other objec-
tions which have been listed., It is suggested that these
objections might be used as valuable conference topics
at regional meetings of cooxdinators in the various states.
If desirable such material could be assembled and edited
for distribution later,

. Following are typical corments and expressions
from the members of this group during the Conference:

Member: In one case in our state, the school
superinterdent overcame the objection of cost raised by
the Treasurer of his Board of Education by drawing his
attention to the amoust of tuition and state taxes that
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Aneworing Objestions - contimied

went into the cost of training students at the state school,
attented by that indivual's children.

Member: In our state, we are faced with the
problem of rising secondary school costs and increased
delinquent taxes, e have used this argument with the
Superintendents, Our extension program reaches adults
who are tax payers and who can, by that means, be made
to take an increased interest in education as a whole,

Member: It is probably well for us to consie-
der that we should emphasize that the local school is not
embarking on a spending program, but rather upon an in-
vestment program, If it institutes classes in Distribue-
tive Bducation, the eoffectiveness of the merchants and

sales-people will be increased to the benefit of the come
mnity,

Hember: It is important that we call the atten=-
tion of loecal school authorities to the proportion of high
school graduates in their oun cities who enter the re-
tailing and other distritmtive occupations, This is a
strong argument for building a program in any commmnity.,

liember: In view of the fact that so many Ire-
tail salespeople are paid modest salaries, we may have a
definite obligation to cmployees. Suggest to the manage-
ment that recognition should be given to ambitious em=

ployees who attempt to improve their performance in the
store,

Member: It is not well for us to point out to
salespeople that persons engaged in other fields have to
attend school periodieally to bring their information and
training up-to-date, Merchardising is being developed
into a profession and it is impcrtant that salespeople
keep themselves well informed.

Mre Dillon (Indiana): I want to call your
attention to the fact that we are developing a coordina-
tor's Bit which will contain a summaxry of the arguments
and materials that one would reasonably need in selling
school superintendents, employsrs, and employees on a
Distributive Blucation program,

Member: A suggestion I would like to make is
that we contact the leaders of employee aganizations and
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Answering Objections - contimed

and let those leaders in turn assist in selling the mem-
bers of their organizations on a training program,

Member: 'Je have found it very helpful to stime
ulate interest by awarding certificates at the close of
the training period and by giving some recognition in the
newrspapers, A soclal gathering for the employers and em-
ployees who have participated in the training is exceed-
ingly valuable,

GROUP DISCUSEION VITH THE ENTIRE
DISTRIBUTIVE EDUCATION SECTION

VI. NHT FIELDS FOR TRAINING:

Chairman: “The Committee has given considera-
tle thought to the further development and expansion of
this program, The conviction was expressed that training
in traditional fields should not be emphasized to the
exxclusion of the many other interesting and important
areas to be served, Discussion along this line this morn-
ing should bring to us an enlarged concept of our respon=-
sibilities. . It should give us a vision of the scope and
possibilities of this work., Out of such a growing, expand-
ing picture, a more clearly defined pattern of basic
training should develop from the common needs of the
many occupations within the distributive field,”

NE7 CLASSES DEVELOPING OUTSIDE THE
CONVENTIONAL SALES TRAINING AREAS

1, Store Hyglene

2, Conference leadership for Owners, Managers, Buyers,
Department Heads, etc,

3. iholesale Grocery Distribution

L, Personality, Ethics and Customer Relations for =
a, lMedical Receptionists
be. Dental Receptionists

5. Related Technical Information for Medical Receptionists.

6e Trainifig Briver Salesmen
a. Dalry Products.
bes Bakery Products
¢s Laundry and Dry Cleaning Fims

- 23 -
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New Flelds for Training = continued

Te
8.

9.
10,

11,

12,
13,
14,

20,
21,
22,
23,

24,

25
26,

Meat Merchandising

Buyer?!s Arithmetic

Selling Photographic Hquipment

Telephone Personality

(Reference was made to courses offered by represen-
tatives of telephone companies in telephone person-
ality and to twenty minmute film which deals with
store telephone service and customer contacts.)

Sales Training for Specialty Fields: Gas and Elec-
trical Appliances--Home Appliances

Gift VWrapping

Retail Problems of Stationers

Customer Relations and Dthics for Life Underwriters
Tax Problems for Store Oumers

Retail Drug Store Management

Clinics in Retail Sales Problems

Problems in Newspaper Distribution

Customer Reletions and Traffie Problems for Motor
Bus Drivers

Selling Transportation for Railway Ticket Agents
Apartment House Managmment
Managenent Problemsof LRetail Jewelers

Public Relations for Service Employees of Public
Utilities ,

r

Record Keeping for Bisiness Ovmers and Managers
Credits and Collections for Store Owners and Managers

Coordinating Advertising and Display with the Sales
Problems
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New Field for Training = continued
27, Paint and Vallpaper Salesmanshlp
28, Wholesale Credit lManagement

29, Conferences for Managers of Garages and Service
Stations

30, Tourist Courtesy Conferences

3l. Sales Problems of Vaitresses

32, Furniture Salesmanship and Interior Decorating
33, Problems of Selling Real Estate

34, Leadership Through Public Speaking for Distributive
Yorkers

35« Grain Elevator Management

36, Problems of iholesale Produce Distribtutors

Discussion brought out the need for frequent
distribution of information about classes and courses
offered by the various states. s Kyker announced that
the Federal Office planned at the end of each year to make’
up a list of all courses which had been offered, It was
hoped that this might be done oftener than once a year and
that some means towards that end might be discovered.

VII. SUPPLIEMENT:

In a supplementary meeting of the Committee which
was not reported tn the enlire group in conference, cormit-
tee members discusnnl the various publicity media which
might be made availsable for our local and regional coordi-
natorse Among thesc mentioned; newspaper articles and in-
terviews, trade icumals, the radio, national trade associ-
ations, There was conmon agreenent that the Distritmtive
Education Progrom should have the beneflit of sound, sub-
stantial growth and the danger cof ovor-advertising was
recognized, Howover, the valun of a wipztznt and carefully
integrated program of publicily was amphasizeds It was
folt that some contral agency should provide a monthly
service for Aecveleoping copy of news value to be distri-
buted to tu» Slates for local adaptation and releases It
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Supplemnent « contimed

was hoped that the Federal Office might be able to take
the lead in this direction. The effoxts of the Regional
Agents from the Federal Office of Education to distribute
News Letters and otherwise publicize the program on a
broad range, receivéd very favorable cotment.

The Cormmittee wishes to acknowledge with grati-
tude the services performed bty the Preliminary Committee
on promotion, This first Committee was composed of the
following: Dr, Ira ¥, Kibby, Chief of the Bureau of
Business Education, Sacramento, Califormia; lir. Ge.&. Glyer,
Assistant State Supervisor, Distributive Trades, 'Alming-
ton, Delaware; iir, Pearce C. Kelly, State Coordinator of
Distributive Miucation, Fayetteville, Arkansas; Mrs. Irene
Fo Blood, Assistant State Supervisor of Distributive Educae-
tion Jefferson City, liissouris lir. JeB. Yinzling, Teacher
Trainer, Distributive Education, Fort Collins,Colorado;
lirs E,B, 'Tebb, Assistant Supervisor of Administration,

212 State House, Boston, Massachusettss lire Jack Milligan,
Chief of Business Fducation, Baugh Buiiding, Lansing,
Michigan; and IMr. A,D. Albright, State Supervisor, Distri-
bitive Iducation, Department of Education, Nashville,
Tennessee,

Not all of these members were able to attend the
meetings, However, the agenda which they prepared for this
phase of the conference is attached to this report and it
is hoped that the problems they presented have been covered
in this report and in the general conference discussions.
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(a)e.

SUGGESTED AGENDA FOR CONFERENCE
ON

PROMOTING AND INITIATING THE PROGRAM

OF DISTRIBUTIVE EDUCATION

Dunvoody Institute, Minneapolis
August 14 - 18, 1939

Promoting and intiating the distributive education
program in metropolitan areas.,

(1)
(2).

(3
(%),
(5.
(6.
(7)o
(8).

(9)e

(10).

TTho should initlate the promotion program?
Tjhat should be done to determine the needs for
a Training Program?
i/hat methods should be used in informing the
Superintendent of Schools about the program?
‘/hen and how should business leaders be in-
formed of the program?
lhat groups of business men should be approached,
and in what order?
Then and how should State Trade Organizations
be approached?
How can trade groups aid in promoting and
initiating a program?
Should a local supervisor or teacher-coordi-
nator be appointed before the promotion of the
program begins?
iThat use should be made of
(a) Newspaper publicity
(b) Trade Journals
(e) Paid Advertising
(d) Hand bills
(e) Direct mail

To whom?
(£) Interviews
(3) Committees

(Types and how to organize)
(h) Radio
(i) Luncheon Clubs
(j) Other publicity
Is it possible to over-promote the program?
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Suggested Agenda = continued

(11). lho should control the promotion?
(12), T'hat different problems enter in the promoting
N+ of part-time classes, trade extension classes,
cooperative classes?
(13)s TThat should be done when the superintendent
of schools is not interested in the program?
(14), \vhat should be done when the merchants are nbt
interested?
(15)s (hat should a local committee do before the
representative visits the commnity?
' (16)s ihat are the dangers in having a local committee
3 promote and initiate the program?
_ (17)s "hat is needed to be done to initiate the pro-
gram after it has been promoted?
g . (18)s ihat can be done to cooperate with an organi-
. zation that already has a program?
1 (19)s Vhat can a distributive occupation teacher do
to promote the program?
L (20), Uhat use of the trade union should be made in
: o . promoting and initiating the program?

S g Has ot a g e e

e, T S Geoptn o AT S At

(b)e In small canters

] (1)e 'That kind of programs can be organized in small
e centers?
- (2)e How can teachers be secured?
(3)e Tho should promote the programs in these areas?
(4)e 'hat are the differences in the methods used
“ in promoting a program in small centers from a
metropolitan area?t
(5)e ‘That can be done in getting small merchants
2 interested in the program?
1 (6)s “Then can itinerate teachers be used to promote
arnd inltiate a program?
(7)e Vhat can be done about financing a program in
a small center?
(8)e ‘That promotion should be done in small centers
by regional and state supervisors?

(c)e General

(1)e i/hat are the best ways of coordinating distri-
butive education research with the promoting
of the program?

(2)e In what areas should state and regional person-
nel take the lead in promoting and intiating
programs, and in what areas should it be left
to local school authorities?

(3)e That types of committees may be used in pro=
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Suggested Agenda - continmued

(&)

(5)e
(6).

moting and initiating the program, and how can

they be used?

What use can be made of a state-wlde advisory
cormittee in promoting the program? Regional

Committee?

vwhat can be done to overcome local prejudice
in a state-wide committee?

How can you finance publicity to promote the
distributive education program?
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REPORT OF TEACHER TRAINING COMMITTEE

The Teacher Training Committee consisted of
Anna Mee Johnston, Colleze of William and Mary, 901 tlest
Franklin Street, Richmord, Virginia; F.M. Scott, 418 Fast
13th Street, Casper, Vfyoming; Hilma J. Peterson, Tulsa
Central High School, Tulsa, Oklahoma; R.B. MocHenry, Senior
High School Building, Fort Smith, Arkansas; He. 'Tidowson,
University of Minnesota, Minneapolls, Ifinnesotaj Roy
Fairbrother, State Board of Vocational and Adult Bducation,
1 West 'lilson Street, Madison, /isconsin; Fugene Carstater,
State Department of Education, St. Paul, lMinnesotag and
John He Dillon, Chairman, Bloomington, Indiana,

The Teacher Training Committee had their first
meeting Monday afternoon, August 14th, According to the
plan adopted by the conference the Teacher Training Come
mittee was to report to the Corference as a whole on the
morning of the 16th, 18th, 22nd, and 24th, On Norday
morning at the first meeting of the Distritutive uca=-
tion Section, the Chairman outlined briefly the various
areas of study, concerning the problem of teacher training,
which were suggested for consideration ky the Conference
group. These five areas had been submitted to a pre-
liminary Teacher Training committee, many of whom were
unable to attemd the Durmoody Institute Conference. Fol=
lowing are given the five areas with a brief resume of
why they are of importance at thls point in the dovelop-
ment of our Distributive Mucation Program,

The First Area: ©“The lLocation and Selection
of Teacher Candidates.” The Chalrman pointed out that
because of the extension nature of our present Distributive
Hucation Program the large majority of persons serving
as leaders are recruited from the field of business and
serve only part time as instructors, In many cases ine
dividuals handle enly one class group and often the g
leader changes as a group and considers the successive
urits in their training program, Therefore the task of -
locating and selecting teacher candidates is one of major
importance for a local commrity and for the teacher
training service. It was pointed out also that the teache
er candidate must not only meet the paper specifications
tut must be acceptable to those persons making up the
class groupe In other words, individuals used as teache
ers on this program must meet the specifications set up !
in the State Plan -“PIUS." It was pointed out that by i
using highly qualified persons on this part time basis,
the training program is able to use a staff of a much
higher caliber than would be possible if they were employ-
ing these persons on a full time tasis.




The Second Area: “‘That Are the Peculiar Charac-
teristics of the Teacher's Job in the Distributive Fduca-
tion Program and 'y is it Necossary for Him to Know About
Teaching in order to Do Th:n.s Job Successfully? It was
pointed out that every State Plan specifies that the teach~
er must be occupationally competent, In practice there
seem to be other general characteristics which are de=-
manded of the individuals selected for this responsibility.
Over and above these, however, there seems to be a btody
of information concerning this specific task of teaching
which this individual must have before he can hope for
success with the class group. It was pointed out that these
minimum essentials should be isolated and identified as a
basis for effective teacher training.

The Third Area; ‘l/hat is the liost Effective
Plan for Training the Individual tho 'Iill be Responsible
for Handling One or More Classes or Discussion Groups
Under the Distributive BEducation Program?- The Chairman
discussed this area as the “HOII* of accomplishing the
“WTHAT" set up in Area Number Two. It was pointed out that
because of the nature of the program extensive teacher
training is impossible before the teachers are assigned
to classes, It was explained that the individuals used
as teachers consider themselves retailers, salespeople
or other specialists in the field of distribution and not
teachers or professional educators. In most cases the
teacher training which may be given before the teacher
candidate is assigned to work must be done within a
period of a few hours,.

The Fourth Areaz “1/hat 15ill Be the Nature and

Scope of a Successful Program of In-Service Training or
Tea.cher Un __g_rad:l.n_g Based on Su'oer_'_g sion of Classes?” De=
cause of the situation considered in Area Number Three,
the importance of supervision and in-service up=-grading
is self-evident. Local coordinators or supervisors have
a continuous job of assisting the part-time teacher on
their staff in meeting class situation, preparing ine
structional material and generally improving the methods
used, as the needs of the class members are brought out
in the course of the discussion, The teacher training
service from the State Office or University has a respon=
sibility of assisting the local program in improving the
performance of those individuals assigned to various class
groups operating in a cormunity.
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ing Program for a Local Commnity$® The Chalrman clted
experience in several local communities where leader
training conferences were held by the teacher trainer,
attended not only by persons selected to serve as teachers
in the Distributive MHducation Program, but also individuals
responsible for training in their own organizations 7ho
were interested in increasing their knowledge of lealerw
ship techniques. It was pointed out that in the larger
centers a group made up of persons from the various
branches of distribution who have the necessary basic
qualifications for leaders might be formed and meet per-
iodically as a contimicus traiming group, thus constitu-
ting a reservoir of qualified and trained leaders. Then

a class is formmed, the leader might be secured from this
source., If the person employed as leader is not now a mem=-
ber of this leadership study group, he should be en=-
couraged to participate in these meetings as a means of
improving his performance,

MEETING OF TEACHRER TRAINING COMILITEE

The Commnittee in its first meeting considered
in some detail each of these areas and decided to take
them up with the group in order in which they are listed.

In this Committee Meeting the question came up
as to the term to be used when referring to the person in
charge of these study groups. ilould we call this person
a teacher, a conference leader, a speaker, or just vhat
term best described the job which we expected this indivi-
dual to dos It was decided by the Committee that the
first task of the group as a whole should be to decide
upon 2 name for this individual in order that our discus-
sion in the future could be pointed and to avoid having
one person talking about one situation while arother was
thinking of an entirely different jobe.

It was agreed by the Committee that the Chair-
man should act as leader for the consideration of the
first probleme The Committee thought through this first
problem as an a2id to the Chairman and tutlined some points
of view which would need to be considered when the ques=-
tion came up in the group discussion.




FIRST DISCUSSION ON TEACHER TRATIWING WITH THE
\fHOLE DISTRIBUTIVE EDUCATION SECTION

AUGUST 16, 1939

The Chairman of the Cormittee served as leader
for the discussion before the entire group and will be
referred to as Leader during the balance of thls report.

Since this is a report of the conference, no
attempt will be made to reproduce the many, many valuable
contributions coming as a part of each discussion. It 1s
fully realized that a report of this character camot bring
a reproduction of a meeting but can serve simply as a means
of recall and to aid in erystallizing the total pattern
of thinking which took place during the conference.

The Leader reviewed briefly the five areas of’
study concerning teacher training and outlined the pro-
cedure which the committee had decided to follow in
treating these areas, The Leader raised the question which
had been considered hy the committee as to the term to be
used for describing this job for which we are training
persons and the term to be used when referring to these
individuals. In order to center the thinking of the
group on a definite problem, the Leader placed the fol-
lowing problem on the board.

The Problem: dJust “what? is the individual that we are
plamning to train?

Note: M/hat” is used to bring out a clear picture of the
type individual in charge of the classes and study group.

The question was then asked if the persons em-
ployed in the various states on the Distributive Iiduca-
tion Program were teachers in the cormon interpretation
of that terms The group resporded to this question with
a statement that certainly this person was not a teacher
in the same sense that we refer to teachers in the public
school, nor was he a lecturer or instructor in the sense
we use these terms when describing professors in the Uni-
versity. The Leader then asked if this person employed
in the various states was a conference leader of the 100%
pure variety. The group agreed that the job to be done
in Distributive Mucation was sufficiently different from
that carried on in some aspects of trade and industrial
work that the pure conference leader did not fill the need.
In order to retain the various salient features of the dis-
cussion and to assist the group in arriving at some agree-
ment on this problem, the lLeader set up a thinking chart
on which the group developed on the left-hand side the
common characteristics of the 1005 teacher. Space was
left in the center of the chert and on the right the group
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indiecated some common characteristics of the 100%) conw
ference leader., In the space in the center the leader
placed a question mark, as it seemed that the person which
we were considering was sometthat of a composite made up

of certain features from each of the two extremes.

The following excerpts from the discussion indi-
cate the direction of the thinking of the group. Some
members explained thelr experience in which they had
found that a pure conference leader could not take care
of every class situation found urder the Distributive
Education Program.

The thought was expressed that a composite of
the conference leader and teacher was required. The state-
ment was made that the more homogeneous and occupationally
quelified the group was the more easily a pure conference
could be conducted. The lower down on the scale of exper-
jence and information the group was the more a teacher
rather than a conference leader was required. The Leader Q
summarized the discussion by inserting the name “Discus-
sion Leader in the blank space in the center of the
thinking chart and this seemed to meet with the approval
of the group. Theleader with the assistance of the group
then drew from each of the two extremes those features

of qualities which would be found in this composite which
we agreed to call a Discussion Leader. The following is
a reproduction of the thinking chart developed on this

g iy

problem,
VJHAT TO CALI, THE PERSON CHARGID i/ITH COWDUCTING THE CLASS
VJORK IN THE E{THJSION CLASSES
4 Discussion Conference
3 Teacher Leader Leader
; (Some cormon " TFormal class | TIdeas come from ‘a
L\ characteris- Lecture experience of
tics) Tell the pupils the group 3
liaster of the Maximum partici- 4
subject /7 k pation
Teacher-pupil Small group _
relationships Informal §
b Set course of “A Leader-menber
1 study Z relationships
1 Drill in details P Leader stimlates
/o Disciplinarian g thought
2 Tester Leader adds little 3

/-‘4' new information 1
Leader is not neces- 4

-5. sarily a master ;
of the subject -

discussed. E




Dre Kyker stated that the conference on Dis-
tributive BEducation called in "Jashington considered this
matter, and thers seemed to be two points of view held
concerning the conference leader, -- One being that a
good conference leader could comduct any type of confer-
ence regardless of his backzround of experience, while
the opposing viewpoint was that a conference leader to be r
successful must be qualified in the field in which he is
holding the conference,

P R I I = R

The group in considering this problem realized
that this composite which we c2ll a Discussion Leader would
vary in degrees from the teacher to the conference leader,
depending upon the circumstances found in any particular
class situation, The group felt, however, that in teacher
training our efforts should be pointed at the composite
individual rather than attempting to train a 100% formal
teacher or a pure conference leader, The thinking of the
group seemed to follow the iclea that the job we are
charged with doing is somewhat unique and has many fea=-
tures which are not found in other aspects of educationg
therefore, it might be necessary to erect some struc-
tures peculiar to Didributive Education, rather than
simply adopting practices from other areas of Vocationzl
Hducation or from the field of academic school experience,

: The next step in the thinking of the group
revéaled that there weére some winimum characteristics
which must be present in any leader prospect before we can
Justify considering him as a candidate for our work, The
group realized that these characteristics would be pre-
sent in an individual in varying degrees and that perhaps
each of these characteristics could be improved upons

They agreed, however, that if an individual seemed to be
too lacking in a number of these characteristies, it would
not be a matter of efficiency to attempt to train this
person to serve as Discussion Leader, In other words in
moving down the road in the study of this problem we
started with certain known factors and used them as a
springboard into the realm of the unknown. The Leader
placed the following problem on the board and the group
indicated some of the minimum characteristics.

The Problem: "“hat are the minimum characteristics which
rust be present in a leader prospect befors

& we would consider training him for our

3 work?

" Ae Occupational compstency in subject field
4 in which he is to offer instruction

-6 -
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Be Accepted by the trade and fellow work-
ers

Ce Some necessary specific personal
characteristics:

1. Bs able to express himself

2, Ability to get along with others

3« Be able to handle ideas

4o Belief in the ability of othur peo=-
ple to think

5. Open~minded

6, Acceptable personal appearan:e and
mamners

7s Able and willing to follow written
instructions and outlines

8s Belief in nsed for training and that
salesmen and operators can be im-
proved by training

9« Confidence in self withcut egotism
or conceit

10, Initiative, imagination, ingemity

De Possesses in reasonable degree the
general personality traits

It was pointed out that the possession of these
characteristics can in most cases be determined by the
person responsible for selecting the discussion leader
candidatess Each of the major points and the subdivisions
under C were discussed at some length by the group before
they were finally allowed to remain on the board, In
: other words the group elaborated upon these points and
gave definite interpretation to the brief points appear-
ing in the above list. Limited time would not permit the
develeopment of the minimum characteristies in full.

COMMITTEE MEETING

The committee reviewed the progress made in the
1 general section discussion and decided that e had taken
two steps toward the solution of our problem. First, we
had agreed upon the use of the term "Discussion Leader
and had defimed certain characteristies which distine b
guished this person from a teacher or a conference ;
leader. In the second place, we had taken stock of those :
non-controversial personal characteristics which are re-

quired of a leader prospect before he is considered as a

? -7 -
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candidate to be trained.

i The committee decided that the next step would
be to determine just what specific knowledge and skill a
discussion leader must possess in addition to trade
knowledge in order to do this job of leading a discussion.
The committee decided to use the analysis technique in
arriving at a listing of these items of special skill.

The committee tentatively phrased the problem, “Just what
1 mist a Discussion Leader know about teaching and what must
he be able to do in order to act as Discussion Leader for
distritutive workers?: The Committee suggested a two
column analysis form == on the left the heading, “That he
mast be able to do’ and on the right, “jhat he must know
about teaching.™

GROUP DISCUSSION VIITH THE WHOLE
DISTRIBUTIVE EDUCATION SECTION

AUGUST 18, 1939 *

The Discussion Leader opened the meeting with
1 the over-all question of whether or not we were faced with
1 a real problem of teacher training in the Distributive
Bducation Program. liany members of the group responded
5 to this question with opinions and the actual experi-
o ences which indicated a general recognition of the acute-
ness of this problem in this new phase of Vocational Hdu-
cation, It was revealed that im many states there is
no individual specifically charged with teacher training
responsibility and in these cases the job must be done by
supervisors and local coordinators. The Leader secured
a showing of hands as to the mumber of the group who had
had actual experience leading a discussion with a group
of employed retail workers., A showing of hands was se-
cured indieating the number who had observed satisfactory
performance on the part of other discussion leaders. A
showing of hands indicated also that the big majority of
b those in attendance had had some experience in training
individuals to assume this responsibilty. The Leader
then pointed out the amount of actual experience con=-
cerning this question of training discussion leaders
which was represented in the group. The members agreed
that each of them had in greater or less degrees the
X responsibility of teacher training in their states or
local comrmnities.
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The question was asked of the zroup, hat
preliminary procedures are followed by a physician be-
fore prescribing treatment or medicine?’ The group indi-
cated that the modern physician follows a rather uniform
procedure of studying a case history, diagnosis of cur-
rent symptoms, and based on the diagnnsis localizes the
seat of difficulty, and then preseribes the treatment. It
vas pointed out that this is simply an adaptation of the
technique of problem solving which is the backbone of the
conference technique. A member of the group indicated
that if we analyze the problems of the discussion leader
we will have a good outline which will serve as a basis
for discussion of teacher training problems., Another
member stated that just as a doctor first amalyzes the
ills of a patient coming to him for advice so we should
analyze the job of the discussion leuder berore attempt=
ing to determine what he should be taught. It was further
stated that we should avoid taeking technigues piece-meal
from teacher training in other fields of education and
attempting to super-impose them upon this new type of job
or responsibility., Rather than doing this we should
attempt to analyze this new job from the ground up ard
determine eractly what the individual must do and vhat
he must know in order to be a successful discussion
1eadero

The leader cormented briefly on the various
schools of thought concerning the analysis technique as
a tool in detemining teaching cortant., It was Tound
by a showing of hands that many in the group had had
experience in making analyses as basis for training pro-
gramse

Considerable time was spent by the group in an
attempt to agree upon the statement of the problen. 4s
placed on the board it read, Just what must a discussion
leader know about teaching, and what nust he be able to
do in order to act as Discussion Leader for a group of dis-
tributive torkers? The Leader insisted that in any pro=
blem=-solving situation it was absolutely necessary that all
persons participating mst have the same understanding of
the statement of the problem, In other words, the problem
must mean the same to 21l persons if their contributions
are to be pointed in the same direction,

It was agreed to make this listing in terms of
the minimum knowledge and skill required, before we irould
feel safe to start the individual with his group meetings,

«9 -




This discussion brought out the many varying
points of viewr concerning the job which we are expecting
our discussion leaders to perform. As the listing was
made on the board the fact was soon revealed that in many
cases we had not made a very scientific study of just what
this Discussion Leader should receive through the medium
of teacher training. The leader pointed out that it was
mudamore important that this group think through this pro-
blem according to an orderly process of problem solving,
than that an elaborate listing be developed on the board,
The group agreed that we must assume the responsibility
for arriving at a sound basis for ocur teacher training
program and that the technique being used by the group
was recognized as a scientific procedure,

No attempt was made to set up the items in the
list in order of importance, It was indicated, however,
that the first listing would likely be made up of the
major divisions of his job or the major duties, each of
which would necessarily consist of several small specific
taskss During this first step in the analysis only one
side cf the chart was considered. The following is a re-
production of what was on the blackboard at the close of
this discussion,.

‘fhat he must be able to do: that mast he know
about teachings

Define problem

Create informal feeling or
atmosphere

Organize content

Stimlate thinking

Analyze needs of the group

Direct thinking on the
problem

Check on understanding

Analyze individuals in the
group

Use board or chart

Use teaching aids

M
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COITITTEE LIEEIING

The committee discussed briefly the progress
made in the analysis of the job of the discussion leader,
They felt that the group was conscious of the need for this
type of basic consideration, The committee, which served
as a steerinz body for the Discussion Leader, imuicated
that the group would reach a point of exhaustion with re-
ference to the ideas in the™M0" column., They indicated
that already members of the group were wondering just
what would appear in the “KNO'™ column. The Leader agreed
that in the next Section Meeting, as soon as that question
seemed to be interfering with the thinking of the group,
we would shift over to the right<hand or *KNNO.™ column
and spend some time in the analysis of one of the respon-
sibilities listed in the first column. To indicate how
this would be handled, the Committee took the responsibil-
ity of presenting ner informalion and spent the balance
of the committee meeting in d&Termining what spociflc
principles of pedagosy, psychology of learning, etce. would
have to be possessed by a leader in order that he might
understand “why" he was doing the things listed in the
first column. The committee members were asked to spend
some time on this problem in order thalt they would be pre=
pared to aid in the discussion of these technical points
in the next Section Meeting.,

SECTION DISCUSSION
AUGUST 22ND

As the Distributive Education Section assembled
to continue the analysis of the job of the Discussion
Leader, it was evident that considerable thinking had
taken place since this problem was considered last week.
llary members of the group were anxious to participate in
this discussion, and the job of the leader was one of
referee, rather than suction-pump. The following excerpts
i‘rom the discussion indicate how the group was getting dowm

0 caces.

Member, "Have we assumed that the Discussion Leader
is zoing to use the discussion method or i1s he geing to be
able to use all of the different methods referred to Ly
our committee on methods?#

Leader. "Is that an important question to
settle before we zo on with our problem?”
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Me Very definitely.”

M. “It is going to be very important that we
equip the Discussion Leader with all different types of
methods he may be called upon to use.”

L. ~Then the persons present did this job of
Discussion Leading, did they understand the use of a
variety of methods?

Me I believe that our thinking has changed in
the past year or two very considerably on the matter of
methods., Our oxginal conception was that we should use
the conference method exclusively, but we have come to
realize that we will have to use a variety of metheds in
order to get over the necessary informaticn.”

Me I want my Discussion Leaders to be able to
actually use the demonstration method rather than just
know the theory of it.”

L. “Do we want, for example, our Discusaion
Leader to be able to give a lecture when it is called for
or should they know just the prnciples of lecturing?”

YMe “Te may want our Discussion Leader to know
the principles of psychology insomuch as they apply to his
Jorke™

L e are t s to break dowmn, in the light of
our past experiences, the detailed, specific problems of
a Discussion Leader and rebuild them into a more ideal
workable set of rules or suggestions.”

Me 7Je can make a general statement that the
information we give should be practical and it should tie
up with job needs,

e e are having an experience at present in
which we have leaders of extension classes that are doing
entirely too much talking. 1y observation is that when
the Leader talks too much, the interest of the group lags.

M. “So often the technician or specialist who
is conducting a class is giving a %trial and error® set
of rules which he has evolved from his practical experi-
ence, He should be able, in addition, however, to give
the students the underlying philosophy and princiges under-
lying his rules,”

- 12 -
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Le A Discussion Leader has to be able to
explain the 'why' but he has to be able to show how the
application can be made of the principles under discuse-
sion, ;;

e I would like to have my thinking clarie
fied on the point of 'uhy' again., I think we should add
another point. I think we should be able, in addition,
to explaining 'why', add the experience of the group to
the discussion rather than attempting to' rest the case
upon his ovm past experiences,”

lis "Yes, I feal that that is part of his job,."

The Leader extracted from the rather lively dis-
cussion some additional responsibilities which seem to be
agreed upon by the group until the list contained about
twenty items.

That he mist be "1 "hat he must know about
able to do,. the “Tiscussion Technique™

1, Present new information

2. Prepare group for learning

3e Organize content of course

by Stimilate thinking

S« Develop discussion

6. Analyze group

7+ Analyze individual needs

8. Determine units of ine
struction

9« Keep discussion on pro=-
tlenm or point

10, Check on understanding

11, Develop and maintzin
informal feeling

12, Use blackboard or chart

13, Summarize or boil dowm
lengthy statements

14, Get general participation

15, Explain each idea

16, Use typical cases

17. Give clear illustrations

18, Use visnal aids

19. Sell himself to the group

20, Hold the interest and the
attention of the group

-13-
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At this point it was evident that some members
of the group were simply trying to think of additional
points to add to the list, rather than going back into
their experience to determine whether they recognized
other speeific responsibilities as a part of the Discus-
sion Leader's jJob, It seemed the group had reached that
point anticipated by the committee, as indicated by the
following request coming from one member of the group:
‘iJe have reached a point in our discussion where our
thinking seems to be blocked; we have attempted to set
up certain phases of our problem in one box, and others
in a second column. I am beginning to wonder just what
will appear in the second column. Can we take one of the
ideas listed in the first column and see if we all agree
on the “knowledge” which he rmust possess in order to
perform that task?”

Based on this lsad from a member, the Leader
irndicated that we would take a few mimtes to see
vhether we could separate the “Doing"” from the “Knowing"
in this job of the Discussion Leader, The Leader made
an auxiliary chart, heading the left-hand column do- and
the right=hand column ‘“know," The first item listed in
the original chart was selected for consideration. This
happened to be PRESENT NEJ/ INFORMATION. A few minutes
were spent dktermining some subdivisions of this major
responsibility and it was agreed that under "Present
New Information" the Leader would have to demonstrate,
illustrate by drawings on the board, by exhibits, etce}
he would have to paint a word picture of the idea he was
explaining, This gave the group an idea of the subdivi=
sions which would be made of each of the major points in
the left=hand column.

For the remainder of the discussion period the
group attempted to put on the board brief statements of
specific items of teaching theory which they felt a Dis-
cussion Leader should have before he could be expected
to effectively present new information. By this time the
discussion had warmed up. At this point a significant
point of view came into the open concerning the similar-
ity and differences between a program of Trade and Ine
dustrial Bducation and Distributive Bducation. The
following excerpts from the discussions indicate the
trend of thinking on this point,

Member, A basic principle of psychology is
that effective learning is accomplished tkrough drill or
repetitions It is also necessary to consider that the
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original stimuli must be strong enough to make the
desired impression.

Leader, ‘1le are faced with the problem of tak-
ing Mr. X., a typical Discussion Leader, and who is occu-
pationally qualified, of training him in an entirely new
tasks; namely, to get across to a group of persons inforw
mation that will be of help to them in their work.

e *Must we not consider that the individuals
who will do our teaching all have different training and
abilities? Shouldn’t we give them all instruction in the
techniques of the various methods available to them arnd
then let them adapt this training to their own use?®

Me %Isn®t it true that the teacher training
problems we have to meet in the field of Distributive
Ecucation are different from thosa in Trade and Indus-
trial Education? The type of trainees handled in T & T
classes is different from those in Distributive Educa-
tion classes and the situations with regard to leaders
are also different, It is easier to obtain the services
of a recognized master in trade and industries than those
in distributive educations In T & I we attempt to teach,
moreover, manual skills, whereas in DE, we teach atti-
tudes and knowledge.®

Me ¥In giving the leader instruction in dif-
ferent methods, we mist be cortain that we are not giving
him the idea that he should be on the look-out constantly
for situations in which he can use his pet methodss
rather he should be taught to size up teaching situations
as they occur and adjust his methods to the situations.

Me 'l/e face a very different situation in
T & I, and DE in this respect. The competent person in
DE is more likely to be experienced in dealing with
people than is a master craftsman in the T & I.©

L. #That is true, but on the other hand, this
very fact may complicate matters in dealing with peopls
rather than simplify them, because the DE leaders may
have already built up certain habits dealing with people
that may have to be reformed.

lls “Isn't it true that the situation in T & I

and DE is different in another respect? The learner
in T & I who is being taught to fit a gear to a
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shaft, mst do an exact job or else he will be reproved
perhaps rather severely in his job. The DE student, how-
ever, may use any one of several methods of malking a sale
and may fail or suceceed. It is more difficult to seach
him that there is perhaps no one way which is the only
right way in doing his work,

fa Ten't it true that the details of the de-
monstration method we have listed on the board ara very
similar to those learned in our °*method® courses in col=-

lege? ihy is. it necessary for us to have these listed
again?t

L. -It is probable that nearly all of the per-
sons present have tzken psychology and methods courses
in colleges It is also true that in thivking of and
attempting to describe to others the characteristics of
the different methods, we consider the ideal or pure
methods, Can wWe assume that the average leader has
enough training in educational theory that he already
knows the principles invelved in the use of the various
methods? ifst we not pull out for him the important,
practical points to consider in each method and help bhim
make the applicationsi™

Me I understand that the attempt is being
made in this meeting to prepare a job analysis of the tasks
of the discussion leader and to give some suggestions as

to how this leader can perform this task to the best
advantage,

At the end of this discussion the group had
developed on the board a sample of the treatment which
should be given the responsibility of Presenting iew
Information when this complete analysis is mades
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DO KNOHT
Present new information 1. The learning stage must
be set,

1, Demonstration
2, Oxder of presentation

2e TIllustrate by should be the same as the
draving, exhibits, order of doing,.
etc.

3. lMust get learner in step.
3 Paint a word pic=
ture of the idea 4, Present information on
‘ experience levels of the
learrer .

5. Habits of “doing formed ,
by repeated presentation ]
and practice,

6. Speed of presentation
must be geared to learning
atdlity of the group.

| 7. ‘le learn through the
? eyes, ears, etc,

* Before this discussion meeting adjourned ex-

' pressions from the members indicated their interest in
having a complete analysis made of the job of the dis-
cussion leader along the lines which we had followed as
a group during the past two discussions of this problem.
It was pointed out that this task would require consi-
derable time and careful thought and it was indicated by
the leader that the committee were recommending to the ;
Washington staff that they be allowed to complete this ]
analysis as a contimuation of the committee work for the
next few Teeks,

COMMITTEE REPORT 4

The committee agreed to accept the responsi-
bility of working on the analysis of the job of the Dis-
3 cussion Leader, They felt that the interest shown Ly the
* group on this problem justified some additional time
‘ being spent on the work,

4 The committee considered what should be presented

- 17 -
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to the Discussion Section for the last meeting on Teache
er Traininge It was felt by the cormittee that because
of the widely divergent state policies that very little
progress could be made in the consideration of the long-
time training program for a commnity. It was felt that
this would have to be worked out at a later date. The
committee decided that the next step which shculd be
taken by the group would bring us into the question of
how to do this job of teacher training most effectively.
As in preceding committee meetings a skeleton treatment
of the question was worked out with the committee as an
aid to the leader when working with the entire group.

GROUP DISCUSSION ‘/ITH THE ‘THOLE
DISTRIBUTIV:: EDUCATION SECTION

AUGUST 24TH

The leader explained to the group that the
Teacher Training Committee had agreed to continue

i their work on the analysis and that within a few weeks
3 a tentative analysis would be completed and submitted to
those in attendance for their suggestions. The leader
)‘ suggested that the next problem for the group to con-
» sider was how this Discussion Leader could be given the
4 hecessary preliminary training in the most effective
manner., As had been done with other problems, the
group first worked out on the board a pattern of those
facts and practices which would tend to point our
thinking and discussion. The leader by means of a hasty
i poll, found that frem four to eight hours was the length
g of time usually devoted to this pre-service training of
) Discussion Leaders, Bv another polling of the group, it
was found that the majority of these leader candidates
are given this preliminary instruction on an individual
basise In some cases it was stated that a smell group
was handled together, but it was a very rare case when a
sufficient number could be gotten toszether to constitute
a teacher training class or conference.

The group gave their experiences in neeting
this problem and it seemed ‘from the diseussion that there
was a body of cormon knowledge which wag given to each
candidate in all the states, It was revealed, however,
that there was very little uniformity in how this job
was attempted or in the emphasis placed on the various

features of the job which was discussed with the leader
candidate. It seemed, however, that in each case the
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the person doing the teacher training attempted to
cover the following topies with he candidate:

1l Give the individual information on the pro-
Visions of the George=Dean Act and over-
view of the program of Distributive Hluca-
tion,

Show the candidate how his past experi-
ence will help him in this new task,

Give assistance in determining what should
be included in a course.

Assist him in organizing the course into
instructional units and plamning his lesson.

By using different illustrations, show him
how people learn, or explain the learning
process,

Give details on the class routine, or
class systemy such as, collection of fees,
attendance records,; calling of the roll, etc.

Explain the principles of physical arrange=
ment of the class,

Explain howr to use different methods,

Explain just the part that he is to play,
in these meetings.

There seemed to be a difference in the treat-
ment of the question of course outline, In some states
the leader candidate is assisted in formulating the out-
line of the course he feels should be offered, and at a
later date elaborates upon that course, vhich addition
is then checked by the Teacher Trainer, In other states
the candidate is asked to outline his own idea of what
the couse should containg this is checked over at a later
date by the Teacher Trainer; and necessary suggestions
on form or scope mace at that time. It was pointed out
that in some cases specialists are used, such as, ine
structors in agriculture, economics, bookkeeping, etc.,
and part of their training must be toward the end of
giving them a practical “slant,™

The question was raised by the leader that

-10-
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since there seemed to be a considerable degree of uni-
formity in the information given this leader candidate,
could this information be reduced to writing and take

the form of a leader's marual? There was a difference of
opinion on this question, but there seemed to be consi-
derable agreement that to have some of these points in
printed form would greatly expedite the job of the Teacher
Trainer and would assure each candidate of a more com=
plete instruction than when the Teacher Trainer followed
no outline, One member suggested that the instructors to
the leader should be a part of cach course outlines The
group seemed to feel, however, that those common factors
could be treated in a leader®s mamal and the instructions
contained in the various course outlines would be specific
adaptations of the principles to that particular course,

It was brought out in the discussion that the
Teacher Trainer in most cases fits his schedule to that
of the candidate, and that this instruction mav be given
in the office of the store, in a hotel room,-over the -
dinner table, and very seldom in a class room situation.
The fact came out from some members of the group that
various states are now preparing teacher?’s guides, or
marmials, Some of these preliminary mamuseripts were
available for examination by the group. The leader
pointed out that in Indiana a mumber of attempts have
been made to develop an effective Discussion Leader!s
Handbook, but to date the answer had not been discovered.
It was pointed out that some form of marmial would enable
the leader to spend time in the study of his new job, but
not in conference with the Teacher Trainer, It was also
mentioned that this mamal would serve as a valuable
source of review on certain points which become problems
after the first meeting or two,

The leader took a few minutes to stress the
fact that Distributive Education had reached an age
where it was necessary that certain of its identifying
characteristics be placed on papel in order that school
administrators and others interested in the field of
education could see the part occupied by this new service,
In other words it had to adopt a platform and stand
on that ptatform, It was pointed out that Vocational
Education, as such was not given much prestige until

some of the early writers in the field put in book form
a word picture of just what this field of Vocational Edu=-
cation consisted of and where it fitted into the total
educational pattern. The leader indicated that when this
story is written, it will necessarily be a modification




of the philosophy or concept now held by some members

of our own group; btut until the leaders in the field of
Distributive Hlucation can prepare and asree upon a basic
statement of our field, we cannot expect to be granted

a position in the complex pattern of public education,

The question of a discussion leader's manual
was referred to as the type of thing which enters into
opereting costs of our program. As there are many iden-
tical factors in the program from state to state, then
duplication of time and effort on the part of the vari-
ous states in preparing this type of material is indee
fengitle. e are advocating in our classes the control
of costs through various accepted practices of merchan=-
dising, Certainly, as an administrative group in charge
of Distribtive Hducation, we should practice what we
preach,

Although the points covered in this diecussion
by the leader applied to the general field of Distribue-
tive Bducation, they are especially applicable to the
field of Teacher Training, because of the fact that many
states have taken the position that anyone who has had
Teacher Training experience of any kimd can train Dis.

cussion Leaders for the program of Distribtive Muca-
tion

The leader briefly surmmarized the steps taken
by the group in thinking through this problem of Teach-
er Training, As you follow through this report, you
can see those steps rather well defineds It was pointed
out that no attempt was made to solve this problem in
the few hours devoted to its treatment, but it was felt
that a record should be kept of those points of agree-
ment which had been arrived at in order that future.
consideration of this problem could be built on these

common agreements rather than going back over the same
field,

COMMITTEE REPORT

At the final meeting of the committee plans
were made for preparing the report of the discussion on
the topic of Teacher Traininz. The chairman was instrice
ted to prepare a preliminary report which was to be sent
to each member of the Traininzg Cormittee on or before
September 4th, Upon receipt of this preliminary report
each member of the Commrittee was to make suggestions as
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to additions and deletements and return the copy within
o, or three dayse The chairman would summarize the
suggestions and prepare the mamscript for the final re-
ports This report was to be mimeocraphed by the chair-
man in sufficient quantity to make available to all per=
gons in the administrative positions in the Distributive
Education Program throughout the country. The mimeo=
graphed reports were to be sent to the "fashington 0ffice
to be distributed from that source.

The Committee decided to continue their work
on this problem of Teacher Training and agreed to each
prepare a master analysis of the job of the Discussion
Leader which were to be sent in to the chairman and come
piled into a master form vwhich would be available for
discussion at the A.V.A, Conferenerce in Grand Rapise

The Committee will have & report of work done,
to be sutmitted to the Distributive Fducation Section of
the A.V.A. Conference.

e ————— =~ . T T e R e S e i . . . S e i e e
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INTRODUCTION

; The growth of Distributive HEducation in the

| United States since the inauguration of the National pro-
: gram under the Federal George-Deen Act of 1935 is without
precedent in the education world, Its growth has been
as spectacular as it has been sudden.

Not only has Distributive Hduecation as a
National program been without precedent in growth and
development, but it has, to a great extent, also grown
Independently of other educational fields, without such
proecedénts as traditional approaches, standardized tech=

niques, or textual forms.

4 It is thorefore not suprising that after three
. years there is little national uniformity in teaching
approach or individual experimentation in terms of per-
sonal or State backgrounds of training and experience.
There can be no doubt but that this experi-
mentation, with 'its wide variations in resulting ap-
3 proaches and perticularly wide variations in the formats
of its teaching materials, hss been a healthy and value
able experience for this new field, The fact that it
has not been bound by tradition in thought or action has
obviously been largely responsible for its vigorous

development,




The National Conference of Distributive Fduca=-
tion Personnel held in August, 1939, appointed a commit-
tee, which should have es its j»v~ose, the development and
suggestion of plans for National urifermity in published
teaching materials with reference to foimel for publica-
tion, definitions and bases for classification of teach-
ing levels and subject matter areas.

The following report seeks to describe the
committee's findings, their receptions and alteration by
the Conference group, and the resulting agreement and
recomnendations of the Conference. The cormittee is
confident that much of value to £he perplexed teacher,

coordinator or supervisor 1ill be found in this report,

KENNETH LA TYEDR
Cornmitte Chairman.

COMMITTEES

Irene F. Eloocd = Missouri
Robert B. Berry - North Dakota
Fred o Doclz - ifyoming

Tdith J. Veitch - Horth Dakota
Te Carl Brown - North Dakota
Donald He Botiles - Newr Jersey
Leonard Albright - Tennessee

Ge. Henry Richert - U,S. Office of
Education
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REPORT OF THE COINITTEE

ON TEACHING MATERTALS

In presenting the committee's first find-

ings and recommendations to the Conference, the Chairman

stated that the committee would, with the help of the

Conference, seek to explore the following possibilities:

1,

3e

The need and demand for a universal or
standard form for use by the States, out-
side agencies, and the U,S. Office of
Bducation, in the preparation and effec-
tive exchange of pertinent, authoritative
and usable teaching materials.

The general content of such a standard
form, including the extent to which supple-
mentary teaching suggestions should beine
cluded,

The adoption by the Conference of such a
standard form,

It was agreed that the committee's immediate

efforts would be confined to the needs of the evening

extension level, with the thought that the findings of

the Conference could be applied later to cooperative high

school programs.

I. The Need for a Standard Form for Teaching Materials

A, The Subject-lMatter Problem

1, A A I R

One of the chief difficulties encountered in the
development of subject matter for use by discussion
leaders or teachers of evening classes is the prep-
aration and outlining of such materials in a form
suitable to the use of the inexperienced leader,
Since the field is new, and few people are accus-
tomed to handling such adult classes, Distributive
Hducation group leaders at the evening extension
level are largely inexperienced in professional
teaching or conference leading,
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In general, these teachers fall into two classes:
the professional teacher with limited occupational
experience, and the occupationally qualified dis-
tritative worker, with little or no effective
teaching trainming or experience., The first must
usually be shown the peculiarities of both voca=-
tional and adult education; the distributive
worker must be shovm how to teach, as quickly and
efficiently as possible,

As Mr, Mertz, of Sears, Roebuck & Co., aptly
stated at one time during the Conference, “Such
teaching material must be prepared for the low
levels of teaching ability and intelligence. e
must assume that these people are not equipped

to teach, and give them many suggestions and much
help in the forms we give to them, If they can
do a better job by themselves, they may then lay
aside such outlines almost entirely.”’

Sources of Subject latter

Subject matter for use in Distributive Education
classes is usually secured from analyses of local
needs, from outside agencies such as mamfacturers
or trade associations, from materlals used in
other States,; or from text books ana mamals in
the field, Obviously, the greatest problem here
is the adaptation of this subject matter to the
needs of the evening class and to the use of the
evening group leader, Because of the fact that
there is no established approach or form for the
preparation of such material, great variety re-
sults; material adapted to use in one State or
by one agency does not readily fit the needs of
the other,

Variety in Forms of Material

Some States prefer that the leader-teacher have

no outline or plan for his class. Others provide
him with a simple topical outline, Some States
have followed the Trade amd Industrial pattern of
three columns, others have invented two, three,
and four column presentations and guides for
their teaching staffs., In nearly all cases, teach=
ing materials are given to the leader only after
he has experienced a minimum of teacher training
under the State program. The approach, order, and
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and uses of the various devices are explaineds;
the material serves as an intelligible guide
only after this preliminary coaching.

The Outsider's Dilemma

ilhen this same material, in its particular form
is received by another State in its search for
usable materials, some confusion develops. The
uninitiated foreigner on the other side of the
State line does not readily understand the ap=
proach involved in the intricate design before
him. He has not been a party to its develop-
ment nor has he had it explained to hime.

The Suspested Remedy

State personnel at the Conference agreed as to
the magnitude of this problem. They suggested that
in order that State materials might be exchange-
able and rutually intelligible that a simple uni=-
versal form be adopted¢ This same form, agree=
able to the States, might als» be used by the
U.S. Office of Fducation in preparing material
for national use in the State programs. Alsos
and very inportant, this form might be submitted
to various mamfacturers and trade associations
as a pattern for their preparation of material in
cocperation with the U.S. Office of Education or
with the States.

Such a form, if possible of development, was
agreed by the Conference to be a suggested form
only, for mutual convenience and understanding
only, and not a compulsory form for all Distri-
butive Fducation material published for courses
given under the George-Deen Act.

II. The Development of a Desirable Universal Form in
Teaching liaterials

Ao

Desirable Content for a Universal Form

The committee and the Conference agreed that a
topical outline of the subject-matter area to be
covered should be included in any universal form,
but that it should be supplemented by teaching
suggestions.
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Both the professional teacher, in this particular field
for the first time, and particularly the experienced
retailer, suddenly called upon to teach for the first
time, should be considered, Questions most likely to be
asked by each type of teacher should be answered, and
~helpful Hnts”® included.

The committee’s suggestions as to the desired elements
of the form to be adopted, with the Conference addi-
tions, are as follows:

1, Introductory description of material involved.
2, V‘ays of using the outline.
3. Suggestions as to types of stores or merchan=-
dise for which material is most useful.
L, Course objectives.
5 A note to the leader.
(1) Professional school teacher,
(2) Experienced distributive workers
6. Suggestions for the first class meeting.
7. Suggested teaching devices.
8, Introduction to the course.
9. A topical outline.
10, Suggested Conference questions,
11, Suggested case problems,
12, Test questions.
13, A usable bibliography.
14, Bases for evaluating source material from
mamfacturers and others,

B. Suggested Standard Fecrms *

Suggestion - Number One

The cormmittee®s first recommendation was a
“straight topical course outline supplemented by
the above fcurteen essentials, each supplementary
essential group separated from each other group
as follows:

* For convenience and for mutual understanding, the fol-
lowing agreemenis were reached as to terminology:
Curriculum: A series or group of courses,.
Course: A series or group of units, ten weeks, for example,
Unit: A unit may consist of a sries of topics.
Leader: Discussion leader or teacher (to avoid academic conno-
tation of "teacher:)
Topic: Any given area
Class Period: A class period may be devoted to a unit or to

i i;';opic or topics, Unit or topic does not refer to
©e
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1.
2e
3e

Se

6.

e

Title of the course.
Table of contents.
Explanatory introduction.

a, Purpose of the outline,

(a brief explanation of the need for
such an outline)

be Justification of the course,

(2 brief statement as to place and
importance in the field)

ce Objectives of the course.

(aims of the course from the teach-
ing viewpoint)

de Classification of the course,

(sugzestions as to number of units,
time, levels, etc.)

e Uses of the outline,

(brief survey of how the leader may
employ the outline)
A note to the leader-teacher.
ae A note to the professional teacher
explaining briefly the new problems
of adult distributive education.
be A note to the retailer or other in-
experienced teacher comparing the teach-
ing job to that of selling.
Suggested teaching devices,

(This material particulariy for the in=
experienced leeder - a listing and expla-
nation of recognized *tricks of the trade )

Suggested forms for lesson plans and outlinese.

(A survey of various ways discuseion leaders
may organize and plan class periods or
ccurses using bibliography and teaching
devices as needed)

Measures of progresse
(Methods by which the leader can determine
his own teaching effectiveness)
The outline proper (topical)
A,
1.
24
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(This outline to cover the subject-matter
areas considered, to serve as a source of
topics and as a check-list and guide on
the leader, to be used by the leader in
organizing the course, and to be supple-
mented by materials from the bibliography,
from the leader's personal experience and
knowledge, and from the contributions of
the class,)

2. Suggested Conference questions and case
problens,
10, Bibliography and references.
Objections to This Form
As has been indlcated, some persons in the Conference

were convinced that State and other administrators could not
assume that the leader would be able to apply each of the
items listed in the above form in the exact situaton where

it would be neéded. There was some argument that the experi-
enced retailer, despite his practical knoulzdige of his subject,
has no comprehension of even elementary teaching or discussion-
leading techniques, For this reason there was the contention
that directions must be complete in every detail leaving
nothing to the teacher's own questionable initiative.

Suggestion Number Two

A second suggestion received in the committee
and presented to the Conference was that the above
plan be modified to include a bibhliography and speci-
fied teaching devices with each topic, as follows:

A, Topic
1.
a,
(1)

(a)

(b)
Be Teaching devices, suggestions
Ce Bibliography and references

-6-
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Suggestion Number Three

A third form suggested, consisted of two
columns, with the teaching devices placed parallel
with the topical outline, each teaching device being
suggested in comection with a particular item.

TOPICAL OUTLINE | TEACHING DEVICES
Ao = w @ @« e 0 = v 0w = = Demonstrate = « « « @« « = =
1‘-----.---- - e @ o o o e ®m e e e e o
‘.------- B en W 6 W W o @ © @& & & o =
(1) = = = - Ask cless if = = = = = = = -
g (a)-- o o @ o o 4 > = e W W e e =
(b)-- - e W @ W Em @ W e W e e e e
References:
1. - = o & =

2y m === -

T

 + Suggestion Number Four

A fourth form transposed the references
and teaching devices in the above as shown

balow:
TOPICAL OUTLINE TEACHING DEVICES
Ay @ @ 0 o @ @ 0 @ = = == SO » w «w v o @ o v w o o -
Qe = = w @ v o = page------------
(3a) = = = 860 = = = = = = = = = = - = -
Page = = = === === -~ =

Teaching suggestlons:

2.-----

30 == ===
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Suggestion Mumber Five
A fifth form included four columns as follows:

TOPICAL OUTLINE | HOV TO QUESTIONS {REFERENCES
PRESENT AND CASES

A.-------- ShOW---'ao

19------- - e W = = b.

page = - - - -

a.------ - e w - e W W= wm ™ = =

(1) = = = = | Deseribe = |c,

(2) = = afim e a ==

page = = = = -

Suggestion Number Six, as Adopted

The sixth suggestion of the cormittee came to it
through a conference held during the summer at Bloomington,
Indiana, under the leadership of Mr. John Dillon, Teacher
Trainer for Indiana. This form of ocutline and supplementary
materials includes the essentials agreed upon by the committee
and conference, and has many factors in its favor. It might
best be described as “providing the teacher with help when he
needs it most ,

Arranged in three columns, it places teaching sugges-
tions and references eoncurrentiy with e topical outline., It
is siuple, thorough, and is claimed to be in line with the
thinking of the average inexperienced teacher as he goes about
preparing his material, It is a guide ard a manual and a
check-list all in one. It gives him the benefits of advice
from experienced teachers applied to particular teaching sit-
aations, or particular topics.

This form was adopted by the Conference as an ideal
universal form, and was agreed upon ty the group as acceptable
to all. The representatives from the Federal Office indicated
that they would respect the conference recommendation in the
Preparation of any material in ‘Jashington by the Business Fdu-
cation Service of the U,S, Office of Education, during the
coming year as an experimental pericd. They agreed that any
such material would be adaptable to the form, A syropsis of
this suggested universal form follows:

NAME OF COURSE

I. TForeword to the Course (A general introductory statement
to the course)

-8




IT. List of Units liaking Up the Course

TII. Outline and Instructions for Conducting the First

Meeting

(Following is an outline of hcw each unit in the course should

be treated)

A, Title of the Unit

Be Statement of Aims or Objectives

C. Define and Delimit the Topic

De Introducing the Topic (Prove that the topic deals with a

real function)

Suggest' the use of paper 8% x 11 lenthwise or 11 x 17

double==lenthwise,

E, Treatment of Topic == (Each unit)

liaterial to be
Presented

How to Present
Material

There to get addi-
tional information

NOTE: Detailed out-
line of topic
(preferably arrived
at by an actual job
analysis of the
oceupation)

Suggestions on

1. Specific
methods of pre~
sentation

2, How to obtain
group participation
3. Thought stimula=
tion questions

4, T lustrations
and cases

5« Use of demon=-
strations

research studies
samples of forms
pamphlets
sources of films,
slides, etc.
reference books
demonstrations
material, periodi-
cals, speakers,
graph=-charts

Fo Test Questions (Each unit)

Ge Practical Problems (Each unit) (Test application of
principles on actual job situaticn)

He Annotated Bibliography (for entire course)
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Prepare Leader's Check List «« Fach unit in course
(A 1list of objective questions to check the leader's
effectiveness in handling the meeting)

Objections to the Adopted Form

Objections.of the Conference to the three column out-
line form as adopted included, in addition to its complexity,
that of the fear that individual discussion leaders might
prefer to select different teaching devices = that one per-
son might use a given device well, while in the hands of
another it might be a complete failure,

The second objection referred to the references in the
third column, The question arose as to whether or not any
teaching library would include all of the books referred to,
In this connection an ‘‘Ideal Library' was suggested as a
possibility, and as the only feasible remedy.

A third objection referred to the difficulties of
properly annotating a bibliography. It was sald that the
original reader's comuents could not always be accepted as
correct, and.that teachers might misinterpret ammotations or
ctli.scount books solely on the tone or impression of the anno-

tion.

III. Defining Subject iatter Approaches and Areas
Ae The General Problem s

The committee's conclusion that there 1s a need

for considering course outlines and other teaching

“'materials from many angles, in order that they may be
described and discussed intelligently by persons in
the field, was presented to the Conference., This pre=-
sentation was not made in the form of a recommenda-
tion or as the cormittee's final word, tut only as
the beginning of a systematic and critical clazsifica=-
tlon of materials,

Be The Five Training Levels

In order to present to the group its conception of
course needs and classifications, the committee sub-
mitted the following as the five course levels with sub-
sidiary degrees of advancement within them, suggested
bty Dr. Paul A, Nystrom and others:

I, Preparatory level (Non-reimbursable, since stu-
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dents are unemployed, The program mst consider
this work as preparatory only)

II. Cooperative Part-time (The subject-matter needs
here are limited usually to two hours or more
of vocation and related instruction daily)

TII. BEwployee = “Rank and File: (The average selling
or service employee in retail stores or other
distritutive agencies is included here)

IV. Subeexecutive (The buyer or department manager
with limited supervisory and administrative
authority)

Ve Ixecutive (Store owmers and managers, including
the wide differences between the needs of the
small store manager and the large store execu-
tive. TWo groups are often necessary)

Ce Varied Teaching Approaches

Because, in terms of the leaders® or program ob=-
jectives, individual courses must have a consistently
uniform approach to training needs, the comittee
sutmitted the following 4s teaching approaches
4n use in this field, indicating the temdency to
weaken courses through unconsciously combining and
changing approach to the subject as courses proceed:

1, Job analysis approach

(A study of a given occupation, including all
duties; the course consisting of training in
those specific duties)

EYAMPLES: Stock Clerk®s Training, Salespeople's,
Displayman®s.

2, Retail funotlons-apprcach
(An analysis and study of a specific retail func-
tion such as advertising, display, credit, buy-

ing, etc., including the accompanying techniques)
without reference to merchandise.

EMPLES: Retail Credit Problems, Retail Adver-
tising, Retail Delivery Problems.

- 11 -
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‘Mercekandise information alone

(Technical and related information concerning
merchandise, preferably from the standpoint of
customer use -« merchandise characteristics as
they meet customer needs) no reference to re-
tailing functions,

EXAMPLES; Tex:illes, Builder's Hardware, laces,

iR a——T. R e T e

b, A1l retail functions as related to given merchan=
dise

( A1l selling, display, advertising credit or
other functional problems as related to a line
of goods = such as hardware, furniture, etc.
gultable for one=line store managers)

E{AMPLES: Haxdware Store Problems, Retailing,
Furniture, Modern Shoe lMerchandising.

5« Fach retail function as related to a different
kind of merchandise

(A study of the techniques or peculiarities
involved in connection with the performance
of any one retail function as it affects any
one line of goods)

EXAMPLES: Selling Hosiery, Advertising Shoes,
Displaying Millinery.

6. Common Store Needs

(Essentials to successful individual and store
development and discipline, regardless of sore
or merchandise)

P B T e T T N

E{AMPLES: Store English, Store Arithmetic,
Personal Health

Among other factors to be considered when preparing
a given outline or seeking to adopt or adapt an outline used
elsewhere, are the following:

1, Size of the store

2, Size of the toun

3. Geographical differences
L, Natiomality differences
5. Type of merchandise sold

-12-




Another phase of approach in preparing course materials
and all subject matter relates to the developmant of the sub-
jecte Is the course designed to cause the student to con-
slder sters profit done, customer®s needs alone, is it a com-
bination of these, or is it merely an academic and objective
study of the store function or the merchandise?

D.

The Functional Divisions

Vany retailers and students of retailing.agree that
the functions of retailing can be classificd into
five functional groups as follows:

Yerchandise Promotion Personnel
Buying Public relations Hmployment
Unit control Selling Training
Fashion cooxrdfirwtion Advertising Compensation
Comparison Display Recreation
Merchandise information Planning Job analysis
Research Services Health
Operation Figance and Control
Recelving and marking Budgets
Store arrangement Avdits
Delivery Records - Procedures
Utilities Customer oredit
Supplies Accounts payable
Housekeeping Cash

These five groups must all be considered when any
store surveys its total needs, and as well when
educators in the distributive field seck to outline
a long-range program for training. There is room
for considerable thouzht in this comnection.: It

may be suggested that the above five groups (D) hwe
used as a guide for preparing short unit courses of
training at the five levels (B) in terms of any one
or all of the five approaches (C)s Certainly the
Conference agreed that there should be a long=range
program of short courses ocutlined on some such basis.
The committee regrets that following this agreement
there was insufficient time for its careful considera-
tion of these possibilitiess All agree that a con-
siderable rmumber of years will be required to crys-
tallize all ideas and approaches in connection with

the broad phase of subject matter in the distribtutive
field.

-13-
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IV, Facilities for Preparing, Iisting and Distributing
Teaching Materials.

A. The Problems of Production in Materials

The committee’s presentation of the problems of a
universal outline form and of subject matter areas and

/ classification was followed by its submission for
discussion of the problems of preparation and distri-
bution of subject matter materials from the standpoint
of facilities. The following problams were listed as
as existing and needy of solution:

1. There is at present no published listing of
teaching materials as published by the various
States,

2, 'There is no evaluating agency for these materials,
due to lack of Federal personnel.

3. A few States, preparing good material, have been
imposed upon to share it nation-wide.

L, Persons preparing materials are not in a position
to know of similar materials available or in
process elsewhere,

5« Courses available are often not sufficiently
described or limited that they can be judged
before receipt or use.

Be The Adopted Recommendations

After extended discussion, the Conference made the
following recommerdations to the U,S. Office of
BEducation:

1, That the Business Education Service act as a
clearing house for all instructional.materials,

2, That the Service prepare a complete lisking of
course outlines and other materials prepared to
date.

3« That periodic supplementary listings of new materials
published by the Service and in the States be pube-
lished and distributed.

. That facilities be provided in the Business Edu=
cation Service for acquainting the State programs
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with materials contemplated or in the process of
preparation,

5, That all listings of material be described briefly,
annotated, evaluated, and priceds That a committee
for such evaluation be appointed by the Business
Education Servicee.

With reference to Number 5, it was asserted that four
States represented were not permitted to charge for publica=-
tions of this nature, No doubt other States have similar
rulingse. This problem was not solved in the Conferences The
question of copyrighting material and allowing capable writers
in the field more nearly adequate rewards was discussed, but
no conclusion was reached Ly the Conference,s It was recom-
mended that various State groups be appointed by the Business
ucation Serviece to work with mamifacturers and trade asso-
ciations in the preparation of certain needed courses. ‘;

Sumnary

L= L

The (onference sought, through the Conmittee on

instructional materials, to tentatively select a universal

form for exchangeable course outlines and to make various

other recormendations concerning the preparation and distri-
bution of such materials. The Conference and Committee agreed,
that these first efforts in this direction were only the first
of many constructive steps necessary as the National Distri-

butive Fucation program develops and progresses.
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PRELIMINARY REPORT OF THE COMMITTEE ON METHODS
FOR CLASSES IN DISTRIBUTIVE EDUCATION
NATIONAL TRAINING CONFERENCE
MINNEAPOLIS, MINNESOTA

Introductory Statement:

The committee on methods of teaching for classes in dis=
tributive education was set up after the Conference con=-
vened. Membership of the committee included: Laurence T.
Thompson, Michigan; Helen Friedline and George Schuck, Idahos
Sidney Owen, Nebraska; Roy Fairbrother, Wisconsing Walter F.
shaw, U.S, Office of Education; and Donovan Re. Armstrong,
Texas, as chairman,

Since this is an outline report of the Conference, no attempt
has been made to reproduce many helpful contributions coming
as a part of each discussion. A report of this character can
be most useful when serving as a means of recall, and as an
aid in getting a picture of the total pattern of thinking
which took place during the Conference.

A committee report, embodying the opinion of the conference
group as a whole, on effective teaching methods to be used in
distributive education classes, was the problem assigned to
the committee. This preliminary report is the result., Dis-
cussion in the first committee meeting on the assigned pro-
blem resulted in agreement upon procedures to be followed in
developing the solution, in committee and in group meetings.,
Steps in the plan agreed upon were as follows:

Procedure To Be Followed

1, List the methods to be considered. The list on page 2 was
not prepared in order of importance because the committee
felt that at the outset no one method could be assumed to
be of greater importance than another; nor could one
method be used in every situation to the exé¢lusion of
other methods,

The methods listed were suggested and later accepted by

the group, as having been used, Accuracy in terminology
was sacrificed to bring all methods to the attention of

the group.

2. Define or make a brief statement to indicate the nature
of each method,
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3. Set up some characteristics of each methods

L, Give circumstances and conditions under which each
method - might be used to advantage,

Suggestions made by the committee and the Confer-
ence are not meant to predict the probable success
of individual methods; rather, the suggestions are
made in view of somewhat limited previous experience
in classes. The Conference was reluctant to advo-
cate the use of any one method as a solution of the
problems of instruction.

o e i P e T e

i T . S e e e s e A P~ el T

5« Consider problems on methods advanced by conference
group members and committee members.

Methods Consid_é_red By The Conference

The 1list of methods developed in the first committee
meeting is as follows:

14 Lectire, or Telling, Method
2 Individualized Study Method
3. Discussion Method (Directed)
4. Research-Project Method
5 Demonstration Method
6o Dramatization Method
7. Case Method
8. Conference Method
9, Panel Method
10, Visual Method
11, Correspondence lMethod
12, 70n The Job” Individual Instruction Method ;
. 13, Organized Class Instruction Method

Four afternoon sessions of the Conference were devoted to
discussions of the reports of the cormittse on these thir-
teen methods. A detailed outline report of the work of
the committee, incorporating the thinking of the group,
follows:

I. Lecture, or Telling, lMethod

A. ‘/hat it is:

A method for giving information quickly and
accurately. liany timesit is necessary to resort
to the lecture method to give necessary facts
essential to the progress of the classy quite

-2-
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often people must be “told* the "how" or “why",

Characteristics (these may or wmay not be advane
tages):

1, Usually is an organized presentation

2. Thorough coverage of subject matter brought
to bear upon problems of the moment

3¢ Adaptable to large groups

4, Appeals to the ‘ear-minded-

5& - Comserves time

6. Easy to check results after presentation of
material

7« Listener absorbs information without thinking

8. Material gained through lectures is not really
learned

9+ Lecturer may “lose’ his group or “go over the
heads” of his group

i/here or when used advantagecuelys:

1, With large groups where the individuals have
some ‘common background of information and
experience

2, 'hen necessary to cover a large quantity of
material in a limited time

3s Then necessary to arouse enthusiasm in inie
tiating a new program or in further develop-
ment of a program

4, When giving merchandise information

5 T/hen providing a common background of infor-
mation as a basis for further study

6. Vhere there is need to supplement other
methods

\Then not used advantageouslys:

1, '/hen interested in developing skills

2, ‘/hen no testing is done

Je ‘Then group participation is desired

4, 1In situation when problems are to be solved

How to use effectively:

i1, Make careful plans if organization of the
lecture to prevent rambling

2, Make liberal use of illustrative teaching
devices to appeal to the senses;, such as charts,
films, diagrams, and products

-3
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Make provision for checking on results,
as tests, questions, and observation

Individualized Study Method

A.

Be

Ce

That it iss

A method by means of which the learner is
assisted in organizing his study so that, under
the direction and supervision of a competent
instructor, he will profit in proportion to his
individual effort,

Characteristics of individualized study as a
method of instruction:

1,
2.

e

It is used for individual instruction on

the individual's own prolems

The metkcd is effective only for small groupS.
The instructor should be occupationally compe-
tent and must be available to devote some time
to each irdividual. As the size of the group
increases, the time spent by the instructor
with each individual will decrease., A point
will be reached where direction and super-
vision by tha dnetructor will be ineffective
because of lack of time

It is more effective in cooperative parte
time related study classes than in evening
extension classes

Effectiveness of the method in a cooperative
class will vury inversely with the number of
occupations represented in the class

Permits study to be nearly related to the job
Requires a high type of instructor with a
broad occupational experience

Careful coordinztion and diligence in the
preparation of material is mandatory if the
method is made effective

Requires more time in covering a given unit
of instruction than most other methods
Individuals proceed at their own rates in
learning, and retention is said to be higher
than in most other methods T

ijhere used effectively:

1.

In cooperative part-time classes where there

-l
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2,

is not too great a diversity in the occupa=-

tions represented

Evening and part-time classes, limited in

rumber, in which non~homogeneous groups ob-

tain, such as:

a., Store record keeping =- the class mey
contain representatives from a number of
retail stores. Some general principles
will be common but each individual will
need to develop records for his own
business

be Accounting for retail store

ce Merchandise study

Teacher training classes may use this method

in combination withthe research project method

In situations where new material is introguced

and the learner does not have a background

of experience in the field of knowledge to be

acquired

to use effectively:

As a part of the related subjects period of a
cooperative part-time class, where the need
for specific information relating to the job
is indicated,s Individuals pursue their sepa-
rate paths only so long as their interests and
needs differ; and they are grouped for class
instruction on the elements common to the dis-
tribtutive cecrpations represented in the class.
Through individual assignrert’ sheets or in-
dividual. lesson sheets

Comments by members of the group:

Discussion which accompanied the committee's presentation
of the report on the imdividualized study method brought
out some interesting points which were significant of
trends in distributive education, These comments reflect
the thinking of the conference group:

“Some distinction should be made between individualized
study, as used in distributive classes, and traditional
supervised study. In the former, a definite attempt is
made to construct a complete course to take care of the
needs of the individualj whereas, in the latter, it is
the usual . rule to aid the individual in mastering a
course which may or may not meethis individual needs.”

-5-




"It is prohable that the method of supervised study plays
a much more important part in cooperative high school classes
than in extension evening classes.

Je seem to be inconsistent in requiring actuwal, concrete
occupational experience of the evening extension leader,
and then we assume that the teacher of a cooperative
high school class, or a diversified occupational class
need not have the necessary baslc experience.”

Ve must consider the size of towms and cities in think-
ing about qualifications of teachers and coordinators.
Successful retailers may be available in towrsof 5,000 to
teach evening classes. The adult workers in the town are
in sufficient number to form homogeneous classes.s A
cooperative class in a town of 5,000 would likely be non=-
homogeneous because the openings available for beginners
in each distributive business would be limiteds The
teacher-coordinator would be forced to handle a mixed
group in a small toun or city if a program were set up
there.!

“Jo are agreed that it is possible to have a more highly
diversified class in distributive education than in a
combination of distributive education and T, & I. be-
cause these two groups have few common elements,”

v}May we not observe the policy that homogeneous coopera=-
tive part-time classes should be in operation in largsr
cities and diversified classes in the smaller places?

vAll new.coordinators of cooperative part-time programs
in our State are to be trained under an apprenticeship
plan, Prospective coordinators mill be assigned to
three successful coordinators for a minimum of one
semester before they are assigned to full-time jobs,

*In using the individualized study method, the teacher

of a cooperative class must make careful preparation for
each student. The preparation requires that the instructor
know what the student is doing each day, and that study be
correlated with the job; it does not mean giving the stu-
dent an outline and a text and telling him to go ahead, -

B b0 i St e 7 3 T A en e o e i e L s L

"It is necessary to have an umsual man or woman for the
position of teacher-coordinator of cooperative part-time
trainings Separate plans must be worked out for each
student, carefully and completely."
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To simplify the problem of instructional procedures in
cooperative classes, we must find more common elements
in retailing and reduce the amount of special instruction,
Common elements may be handled in class or group discussions

III. Discussion Method (Directed Discussion)

Ay 'hat it iss

A method of teaching, consisting of a group of
learnerse..

1, 1Aith some knowledge of a given topic
2. Talking over different aspects of that topic
3¢ Under the guidance of an occupationally ccme
petent leador
Be Characteristics of the discussion method for
distributive education:

1, New ideas and information are brought in and
learned

2. Leader should be well informed on the subject

3. Informal atmosphere prevails

L, Frequent checking on understanding of the
menbers of the group is possible during pro-
gress of directed discussion

5« Strong adult appeal results from eliminae
tion of objectionable features of class
recitation

6, Croup thinking,* rather than directed think=-
ing" is encouraged

7. Excellent when controversial topics must be
concidered and several points of view discussed

8+ Unsuited for use with a large group where
'give and take in discussion would be sacri-
ficed

9. TIveryone has an opportunity to participate if
interested and familiar with the subject

10, Thinking is stimulated and the listeners are
kept alert

11, Benefits result in proportion to the amount
of on the track discussion, and the amount
of participation of all members

12, Requires careful planning, otherwise discus=
sion may go off:at a tangent to the main issue

13, Probably the most versatile of all methods

-7 -
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'There to use effectively:

1. Vith a group of learners having some knowledge
of a given topic

2. Ior controversial issues upon which conclu=
sions are to be reached which are not neces=
sarily those of the leader

How to use effectively:

1, Prepare a definite plan for each discussion
period, including key questions necessary’ to
develop points :

2. The leader must be prepared on every angle
of the subject because most anything might
come up

3. Points should be driven home hy checking on
understanding of the group members as dis-
cussion progresses

L, The Comparative Analysis lMethod is employed
as a device in discussing points which may
be debatable, One list may be made in support
of a point of view, while another list is made
supporting an opposing point of view

5. Questions should be used in starting and di-
recting discussion.

They are not used for the purpose of testing
kmoidedge of a subjecty, tut are used by the

leader in determining whether or not the
group 1s in with him,

Essential values:

Values inherent in the discussion method center
around consideration of all aspects of a topic on
which different opinions are held, and when all
aspects of the topic are to be brought into the
open, in order that a limited group of partici-
pants may group their present ideas into new
patterns, and in those patterns discover something
new to the individual. The central idea is to
create an atmosphere in which honest thinking,
uninfluenced by prejudices or stimulated by parti-
sanship, may be indulged and the individual choice
or decision made,




IV. Research Project lMethod
A, f‘That it is:

1, By means of the research project method
individual experience and growth 1s accom-
lished through indivdual or group assigments
relating to specific questionsor topics

B. Characteristics:

1. Results of research and study may be referred
to the group to impart information and for

their comment

2. Effective in individual development

3, Fosters group cooperation and stimulates
individual endeavor by giving responsitility
to members of the class

4, Aids in developing ability to evaluate and
present information

5, lust be carefully planned to insure time
for all to report

C. ‘'’here to use advantageously:

1, Bvening and part-time classes on such topics
or courses as}
a. lMerchandise information
b. Store system
ce Meeting difficulties
d., Fashion
€e Display

V. Demonstration Method and Dramatization Method

The group decided that dramatization might easily be
considered an extension of the demonstration method,
both having a coumon objective.

A, ‘That it 1s:

A method of imatruction in which doing teche
ricugs mey be shown, explained and applied.
pDemonstrations may be made and then dramatized as
a means of giving emphasis to the subject under

consideration,
Characteristics:

1. Appeals are made to individuals or groups

-9 -




through the eyes, ears, and hands

2 Facilitates speadier learning of doing umits

e Eliminates costly trial and error procedure

k, Involves showing or doing a complete unit or
operating technique without interruption f
a, Slow motion -- explaining steps and details i
be Individual application through repeated 3

doing

5. Promotes interest tlrough observation of
activity

6, Both demonstration and dramatization require
careful planning

7« Develops poise and self assurance

Ce ‘There to use:
1, Part-time cooperative classes

2, Evening and part-time extension classes
3¢ In pre-employment training

De V/hen to use:

1. To show, step by step, progress of doing
technique

2, To emphasize techniques and points brought
up in other methods of teaching

3¢ To arouse interest in a new idea or newr
product

4, To show a right ard a wrong way

VII. Case Method (A Device)

, Agreement of the group on the use of the case as

: a device in other methods of teaching rather than

: as a special method of teaching precluded discussion

s of the case method, It was declided to point out

certain features of cases, and methods of using them,

since the method or device has been used in many 3
places. 1

A, that it is:

1. The case method is an adaptation of the pro-
blem method as employed in teaching. Discuse
sion is centered upon actual or hypothetical
situations, or cases, which are advanced to in-

struct class members in the given subject

f; - 10 -




Be Characteristics:

1. Differentiates between theoxry and practice

2. Encourages original thinking in arriving at
solutions

3. Requires an occupationally competent leader
who is skilled in leading discussion

by Usually employe alternate solutions, one of
Which is the right snswer

Ce 'here to use:

1. Vhen an example of actual procedure is
needed to establish a point

2, To secure group acceptance of recommended or
approved practice

3o To arrive at solutions to problems and cases
advanced by members of the group

De How to use effectively:

1, It was recommended that cases be used to
supplemsnt other methods | .

2. Members should be encouraged to write-up
actual incidents or difficulties as case pro-
blems for solution by the group, but the
leader should have a list of cases on hand
to present at the time they are needed. From
discussion on cases sould develop the princi-
ple, rule, or standard representing the opine
ion of the group

3¢ The leader should resolve general statements ;
and general questions into cases wkich will 3
bring out the most discussion 3

4, Enough cases should be admitted to enable the
group to agree upon whatever principle or de-
cision can be reached

VIII, Conference Method

A, What it is:.

A conference is a pooling of thought of two or
more individuals, .the purpose of which is to
assist in solving problems. This pre-supposes
that the group has all the information necessary
to solve the problems, and no new information
is to be added.

-1l -
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B, Charactéristics of the Conference Method:

Those in the group have mutual problems which

they desire to solve together

They agree te exchange and pool their experience
Each member of the group has had years of practical
experience

The subject is within their experience

The group meets to learn together -- not to be
instructed

The best results are obtained in groups of 12 to

25 persons

For larger groups a "panel” set up is provided

There can be no set program or course of study,

but it is absolutely necessary for a conference
leader to plan to a certain extent, - always know
where he is going, prepare cases, questions, illus-
trations, on points likely to come up for discussion
Directed toward helping the group members to organ-
jze kmowledge erd expcrience they have concerning
their jobs and to help them acquire good habits of
thinking relative to their jobs and responsibilities

C. Advantages of the Conference lethod == Essential values:

Informality appeals to practical indivdiual
Creates high degree of interest

Full and equal participation by learners
Satisfaction through mutual achievement

Useful in fields not covered by organized instruc-
tion )

Developing group morale

Developing habits of analysis and integration of
thought

D. When to Use the Conference Method:

i7hen your books have no available ' subject content”
When an emergency arises and there is not time to
wait for a scientific solution. "A trouble-shoot-
ing device!

i/hen a problem needs to be defined or an issue
clarified

\hen you seek to improve cooperation in an organ=-
ization

\Jhen you need to work out clear understandings of
responsibility

then you need to interpret policies and standards
of conduct
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A,

B.

IX.

7. "Then you wish to show a need for further training

8. Vhen individuals in a group possess all old material
and to which little, if any, additional knowledge
is to be added

Limitations on Its Use:

It was generally agreed that the confermnce method as
used for distributive education has definite limita-
tions unless the leader is skilled in conference lead-
ing, and unless he is occupatibnally competent in the
field for which the conference is held. It is not an
informational procedure nor is it an instructing pro-
cedure, lhen it is necessary to introduce new informa-
tion or to clarify points, the confercnce leader will
have to resort to some method other than the conference
method,

There is a wealth of material awvailable on the con-
ference method, The committee wished to admonish all
those who use the conference method to use it for the
proper vurpose and not as an all-inclusive method for
every situation.

Essential values result from use of the formal Con-
ference for the purpose for vhich this procedure is
most useful -- to organize experience and assist men
to think through their problems, Those who correctly
use this method have to think constructively in rela-
tion to their jobs and necessarily develop a clearer
conception of their responsibilities.

The.Panel Method
What ib!4s:

The panel method is used for a group of individuals
interested in a common purpose. It is generally used
in a group which is too large for a conference method,
inasmich as the discussion is presented by a designated
number who are prepared to present the facts and dise-
cussions to the group as a whole,

Characteristics:

1, Used to present a subject of mutual interest to
a group

2o The participants in the discussion are prepared in
advance; as is the leader, to discuss the topic

- 13 -
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with a more definite plan than that of the
general conference

3. The leader of the discussion may call upon
members of the larger group for opinions

4, The leader summarizes the points of informa-
tion and interest gained to leave the group
with a clear conception of the subject as a
whole

Ce Essential values:

1, Proves an opportunity to pesent clearly a sub-
ject for considerztion of a large group

2, Particularly adapted for interpretation of
new- factual irfcimation

3¢ Has more centrol of thinking than the con-
ference method

4o Serves as a time-saver over other group methods

5« Useful in fields not covered by subject material

De When to Use:

le To present a problem of common interest to a
given group (Particularly indicated for
municipal gatherings in consideration of a
new plan or program)

2, 'hen a problem needs to be presented and
defined

3« vhen the group is so large . that a general
discussion method is not possible or advisable

Visual Methad

The Conference group was of the opinion that the
visual method is, in its strict sense, a device to be
enployed in other methods of teaching rather than a
method in itself, It may be included under dramati-
zation and other methods as an aid in achieving an
objective,

A, ‘hat it is:

A method by which instruction is carried on
through the use of devices such as films, charts,
diagrams, pictures, models, drawings, or sketches.
Effective in all groups but particularly valuable
for the Y"eye-minded® individuals,
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Be Characteristics:

i. The method is limited by the amourt of suite

able material that is available 1
2, It is useful in-providing a change from other ?

methods of teaching
3¢ It is quite easy to use as entertaimment not

accompanied by learning

Ce i/here to use:

1. When giving merchandise information

2, ‘hen principles of art, color, line and de=
sign are used

3¢ For a group of wegyeminded® persons

Lk, As a supplementary device in other methods

Correspondence Study as a lMethod

A new idea was injected by one member of the committee
who gave voice to a situaton of which all of us have !
been conscious, i.es, the need to do something for a
clerk in an isolated village vhere, as Bill Nye once
said, "The chief industry is the forking of the roads,”
Hope was expressed, without advancing any methed to

be used, that through carefully planned lesson sheets
or assignments sheets, later on, we could in some way
assist in the training of workers in places too small
to support programs handled by itinerant instructors.
It may be that such extension education would be accom-
plished in a manner similar to that used by extension
divieions, correspordence schools, and certain trade
associations (lumber and grocery)., There vas no dise
cussion on this; however, the committee felt that the
possibillity of preparing such courses should be recorded.

Page 2 of this Committee Report lists among the methoids:

12, »0On the Job* Individual Indruction Method
13, Organized Class Instrction Metkod

The time allotted for discussion by the group was
limited and these two methods were not considered.
The committee however was prepared to point out that
various methods and devices have been developed for
carrying on this instructional process: That a chief
distinction between a good and a poor leader is that
the former knows how to select suitable methods and
devices for instruction, and the latter does not.
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The application step employed in giving instructlon
ton the job“ gives the instructor an opportunity to
observe the performance of the student and to corrgct

1 et
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oo v, aew Lodormathons 1o all his plan-
mng the instructor must visualize, wt one lesscn,
but the interrelationship of all lessons in a unit of
instruction, -

- .

Problems Listed for Discussion by the Conference

The committee deliberations produced certain problems

and it was plamed to present them to the group for

group action in determining solutions; however, time

did not permit consideration of any of them except the
first one listeds It is hoped that later Conference meet-
ings will consider the other problems to which attention
could not be given at this meeting, The problems as
given to the committee were:

1, Methods to use in the related-subjects period of the
cocperative part-time progran

2, Methods to use for individual instruction on the job

3, Uses of instructionzl material .

4, DMethods for homogeneous group vs. methods fbr non-
homogeneous groups

5. Factors causing rroblems in scleéting mathods:
a. Experiexge levels
be Subject matter
cs Size of group

6. Methods to use in courses for top management

7« COvercoming influences secking to dictate methods

8s Methods for junior college terminal courses

9. Correspondence courses vs. resident courses

10, Methods for mixed classes in diversified-océupations
program

Discussion on Prehlem Number One

Problem: Methods to use in the related-subjects period
of the cooperative part-time program in distributive
education,

Points brought out in the discussion:

‘Invariably this *related subjects' question comes up and
is never settled.
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‘Confusion results from two views of the cooperative
programs

a, The class work should be closely allied to current
‘ activity on the job
be Class work should be designed for pre-employment
training, with work experience added to make
e study more meaningful.

wExtreme illustrations of how these periods are spent are:
a2e two hours of indvidualized study, and
b. two hours of class work.*

For the sake of simplicity, discussion will be centered
around two types of classes, ie€e,
a2« A homogeneous class for one occupation, and
be A class including students from a number of dis-
tributive occupations

Plans for related subjects period for a homogeneous group:

1., One plan would have:

ae Approximately half of each period devoted to
instruction and group discussion on those elements
in the field or the occupation which are common
to all members of the group.

Example: Separate courses in Merchandising,
Arithmetic, Store Organization, Principles of
Salesmanship, Introduction to Advertising, and
the l'ikeo

be The other half of each period devoted to irdiw
. vidual study and research on those elements which
parallel the current job activities of the ine

|\ dividual students,
Example: Merchandising Study for his particular
. section or department, Display of Merchandise,
arnd the like,

2, Another plan would have
a. [Regular, formal courses set up from elements in
retailing common to all: members of the clesgs.
Teaching would be accamplished through organized
class instruction involving the use of various
teaching methods. As one course is completed,
another course would be started.

3¢ A plan proposed by the New York University, School
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of Retailing, would have Salesmanship, Retailing,
lMerchandise Study, and Advertizing set up in an inte-
grated course, Instead of four soparate courses, the
student would be concerned with that phase of alll of
them wlhilch conforms to the level of his positio.n and
which s in keeping with his progresse. During tlLe
period of his training, increase in difficulty and
complexity cf the course would parallel the dudents’s
progress. During the period of his training, increase
in difficulty and complexdity of the course would
parallel the student's progress.

L, 8till another plen would have each student pursue a
course of study casigned especially for him, and
worked out by the eocrdinator in cooperation with the
employer. Study would te hishly individualized and ’
wouwld parallel current job acltivitios closely,

Non=homogeneous cooperavive classs

Essentially the same plemns would apnly in a non-homozene t
eous class as in & houcgenonus class, with the following ’
modificationss

1. lore dilisent study ci.the clements cowmen to all
occupations represented in the class would have to ]
be made so that ;roup irstruction would be interest- :
ing and meaningiv’. to all members of the classe ‘

2, Individual assignuencs weuld noed to be accurate and
definite, lach studont shovld have an assigmment for
each day in the class. Careful coordination would
be necessary eachdry o insure success of the assigne
ment,

3¢ The nuwiber of occupalicns represented in the class
should be less thau ir a homogeneous class. Diversity
would reduce the time available for individual in-
struction which is necessary in a non-~hcmogeneous
class,

It is to be ragretted that each of the ten proilems
submitted for discuscion by the Conference could not
reoceive due consideration. Such action remains in the
caterory of anfinished business.

The Cormittes on lethods, First Nationsl Training
Conference for Distributive Fducation, respectiuvlly
subrits the preliminary report as given above. It is
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hoped that the Committee will be continued, and that a
report on developments in the field of methods during
the year may be made at a later date,

Laurence T, Thompson, Assistant State Supervisor of Dis-

tributive Bducation, 115 W, Allegan Street, Lansing,
Michigan

1 Helen Friedline, Coordinator, Boise, Idaho

1 George Schuck, Coordinator, Idaho Falls, Idaho

b Sidney Owen, State Supervisor for Trade & Industrial

: BEducation, Lincoln, Nebraska

Roy Fairbrother, Distributive Educaticn Supervisor,

i 1 West Wilson St., Madiecn, Wisconsin !
1 Walter F, Shaw, Regional Agent, Distributive Bducation,

: Washington, D.C.

b Donovan R, Ammstrong, Chaiiman, State Supervisor of Dis- f
3 butive Education, Austin, Texas f
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